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COLLEGIATE CALENDAR 
1943-1944 


1943 
June 21-25, Registration. 
June 28, Monday, Beginning of Recitations, Summer Term. 
July 5, Monday, Independence Day. 
July 22, Thursday, Re-examinations. 
Sept. 6, Monday, Labor Day. 
Sept. 17, Friday, Last day of Summer Term. 
Sept. 27 - Oct. 5, Registration. 
Oct. 6, Wednesday, Beginning of Recitations, Fall Term. 
Nov. 1, Monday, Re-examinations. 
Nov. 8, Monday, Last day of filing applications for admission to the Spring Term. 
Nov. 25 - 28, Thanksgiving Recess. 
Dec. 24, Friday 


1944 Winter Vacation. 
Jan. 2, Sunday 


Jan. 22, Saturday, Last day of Recitations, Fall Term. 

Jan. 24-29, Final Examinations. 

Feb. 3-11, Registration. 

Feb. 14, Monday, Beginning of Recitations, Spring Term. 

March 6, Monday, Re-examinations. 

April 3, Monday, Last day for filing applications for admission to the Fall Term. 
April 7, Friday ; i 

April’16, Sunday Spring Vacation. 

May 29, Monday, Last day of Recitations, Spring Term. 
May 30, Tuesday, Memorial Day. 

May 31-June 8, Final Examinations. 

June 14, Wednesday, Commencement. 


The dates listed above are subject to change because of the war. Information concerning the 
Summer Term of 1944 will be announced early in 1944. The 1944-1945 Collegiate Calender will 
be issued at a later date. 
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THE SCHOOL OF BUSINESS AND 
CIVIC ADMINISTRATION 


Of the four colleges conducted by the Board of Higher Education of the 
City of New York, under the joint corporate title of the College of the City 
of New York, one is given the distinctive name of The City College. The other 
three are Hunter, Brooklyn, and Queens. The City College, oldest of the four 
institutions, was established in 1848 as the Free Academy, became in 1866 the 
College of the City of New York and assumed its present name in 1929, 


The College comprises four schools—The College of Liberal Arts and Science, 
and the Schools of Business, Education and Technology. It conducts both day 
and evening sessions. A summer session is also conducted. Separate bulletins are 
issued by each of the Schools and the Summer Session. A Directory Number 
of the Bulletin gives the personnel of all the Schools and general information 
affecting the entire College. 


The first course of study at the College leading to a diploma in the field of 
business was established as part of the Division of Vocational Subjects and 
Civic Administration in September, 1916. This was the curriculum leading to 
the Diploma of Graduate in Accountancy. In June 1919, the Trustees of the 
College organized all the courses in accountancy and other courses connected 
with business and administrative work as a distinct School of Business and 
Civic Administration, with a separate Dean and Faculty. 


The offerings of the School of Business and Civic Administration are designed 
to supply a basic curriculum of collegiate training and professional preparation 
for undergraduates and an intensive program of specialized instruction or gradu- 
ate work for advanced students and adults. In the undergraduate curriculum 
the primary aim is to provide those fundamentals of cultural and personal train- 
ing which help to equip the students for life, as well as those elements of pro- 
fessional preparation for business, public service, and the teaching of commer- 
cial subjects which facilitate entrance into a chosen career. 


Students who desire further training within an applied field of interest may 
pursue the course of study leading to the degree of Master of Business Adminis- 
tration, but even here the student is advised, and in some measure required, to 
undertake a program preparing him for the responsibilities which may be of- 
fered him during a broad career in business. Courses of a specific vocational 
nature are provided for those who desire training in particular subjects and are, 
in part, intended to aid adults in becoming more proficient in their work. 


The curriculum of the School leading to the degree of Bachelor of Business 
Administration is accredited by the University of the State of New York as 
complying with the requirements for the baccalaureate degree. The School is 
also registered by the University as a school of accountancy maintaining a sat- 
isfactory standard. (Completion of an appropriate course of study in such a 
school is required for admission to the state examination for a certificate as 
certified public accountant). 


The work of the School is conducted in the sixteen-story building at the 
southeast corner of 23rd Street and Lexington Avenue, constructed especially 
for the School. 


DEGREES AND. DIPLOMAS 


The School offers two degrees—that of Bachelor of Business Administration 
(information at page 11), and that of Master of Business Administration (in- 
formation at page 30). These degrees may be obtained in either Day Session or 
Evening Session. It also offers, to students in the Evening Session only, diplomas 
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in Accountancy and in other special fields (information at page 32). Particular 
courses are also open to persons who are not candidates for a degree or a 
diploma (information at page 33). 


RESIDENCE AND CITIZENSHIP REQUIREMENTS 


The governing statute opens admission to the School only to citizens who are 
actual residents of the City of New York except that under certain conditions 
these requirements may be waived for non-matriculated students. 


To insure compliance with the requirement of actual residence, each student 
is required to affirm in writing that he is an actual resident of the City of 
New York and is not living or sojourning in the said City for the purpose of 
attending the College. 


Each student is required, at the time of entering the School, to sign a 
pledge of allegiance to the Constitution of the United States and of the State 
of New York, and of obedience to the regulations of the College. 


FEES 
A. INSTRUCTIONAL FEES 


1. No instructional fees are charged to matriculated candidates for the de- 
gree of Bachelor of Business Administration except as follows: (a) Fees at 
the rate of $5.00 a credit are charged for courses taken after a total of 128 
credits have been attained; (b) Laboratory fees are charged in a few courses 
in the physical sciences to cover the cost of breakage and of consumable sup- 
plies; (c) Fees are charged in Stenography and Typewriting except when taken 
by qualified candidates training for teaching commercial subjects (details are 
set forth on page 36); (d) Fees are charged for some non-credit courses as 
indicated under the course descriptions elsewhere in this bulletin. 


2. Students who satisfy the subject-matter requirements but do not satisfy 
the qualitative requirements to become candidates for a baccalaureate degree are 
termed special students. They are charged tuition fees for their courses at the 
rate of $2.50 per credit, and may ultimately qualify for the privilege of gratui- 
tous instruction by maintaining scholarship standards fixed by the College. 
authorities. (See page 13.) 


3. Non-matriculated students, including candidates for diplomas in the Eve- 
ning Session, shall be charged $5.00 a credit in all courses which are free to 
matriculated students. 


Students who do not satisfy admission requirements, or who, although 
they do satisfy admission requirements, do not follow a regularly approved 
program, will be classified as non-matriculated students. 


4. Graduate students will be charged $5.00 per credit. Holders of recognized 
Bachelors’ degrees, except the degree of LL.B., who are not registered as gradu- 
ate students, shall be charged at the same rate as graduate students. 


B. NON-INSTRUCTIONAL FEES 


1. All students applying for admission as matriculated students are required 
to pay a fee of $1.00, to cover the cost of the administration of aptitude tests 
or qualifying examinations before or immediately after admission to the college. 


2. A fee of $1.00 is charged for an X-ray examination required as part of the 
entrance physical examination for all students entering the Day Session as fresh- 
men or as students with advanced standing. 


3. A registration fee of $2.00 is required of all students except matricu- 
lated undergraduate students in the College of Liberal Arts and Science. 


STUDENT SERVICES We 


4. Each student is required to pay a library service fee of $1.00 a term. 


5. Matriculated and special students are charged $1.00 for registration after 
the beginning of recitations and all other students are charged $1.00 for each 
course for which they register after recitations have begun. A charge of $1.00 
is also made when a student changes his schedule of courses after it has been 
approved and registered, and is likewise made for the reissuance of any dupli- 
cate record card. 


6. A fee of $2.00 is charged when a special examination is given. 
7. A charge of $1.00 is made for each transcript of record issued. 


8. Candidates for degrees and diplomas are charged a fee of $2.00 each to 
cover the cost of the diploma. 


9. Students are required to purchase their text-books. 


BUREAU OF BUSINESS RESEARCH 


The Bureau of Business Research, established in 1923 and operating under 
the general direction of the Dean of the School of Business and Civic Ad- 
ministration, consists of a group of faculty members which is authorized to 
make studies of business problems, and to charge moderate fees therefor. Where 
appropriate, the studies of the Bureau are published. 


SLUDENT. SERVICES 


Health Supervision. A medical examination is required of all applicants 
for admission to the Day Session of the College. Approval of the Medical Ex- 
aminer must be secured before registration is permitted. 


Individual advice on health matters is also given by medical, dental, and 
health staffs to whom the student reports each term, and at such other times 
as may be directed. 


A student found to have remediable physical or hygienic defects is required 
to report in conference with evidence that the condition has been brought 
to the serious attention of the parent, guardian, or family medical or other 
hygienic adviser. A student failing to report as directed may be denied admis- 
sion to all classes. Matriculated students who fail to maintain health standards 
set by the Department of Hygiene may, after a reasonable period of probation, 
be dropped from the School. 


“The medical staff of the School is available to students for consultation, and 
for emergency treatment when imperative for the purpose of protecting the 
student until he can obtain the services of his own physician. 


In the Evening Session, a program of periodic medical examination of matri- 
culated students is carried out. 


Guidance and Orientation. The offices of the Department of Student Life 
act as coordinating agencies for the interests and activities of student men and 
women. These offices, located in Room 921, afford opportunities for discussing the 
results of the psychological examinations given to entering freshmen by the 
Personnel Bureau. Students may consult with these advisers for information 
concerning courses of study, for help with personal problems, and for broad 
educational and vocational counselling. 


These offices are open for both Day and Evening Session students. 


Placement. A Placement Service is maintained to aid the student in se- 
curing part time employment and to aid graduates in finding opportunities in 
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the fields for which, as students, they have prepared. The office of the Place- 
ment Service is in Room 303. 


THE CITY COLLEGE STORE 


By authority of the Board, a committee (composed of three members of 
the student body elected by the Student Council at the Main Building and four 
members of the Faculty designated by the President) operates the City College 
Store, one unit of which is conducted at the School of Business. The Store 
sells books, stationery, athletic supplies, and other articles needed by the students 
in their college work. The Store attempts so to fix, its prices that the margin 
above cost will be sufficient only to enable it to pay expenses, and maintain a 
small working reserve. 


PRIZES AND MEDALS 


A number of prizes, medals and awards have been established for the College 
as a whole, and are available to students of the School of Business and Civic 
Administration equally with students of the other schools of the College. In- 
formation regarding them may be obtained in the Directory number of the City 
College Bulletin. 


The following prizes and medals are available only for the students of the 
School of Business and Civic Administration: 


StroocK PrizE—A small monetary prize given to the senior of the School 
of Business and Civic Administration, Day and Evening Sessions, who shall 
have made the best average in his concentration or specialization group. 


Henry WoLitMAN PrizE—Several small monetary prizes to be awarded “ 
such worthy, meritorious students in the School of Business and Civic Adminis- 
tration as shall be designated from time to time by the Trustees, the Dean of 
the School, or the President of the College.” 


Hinps Mepat 1n AccountTaNncy—Established by the Department of Ac- , 
countancy in memory of the late George Kent Hinds, formerly an instructor 
in the Evening Session. The medal is awarded annually to the senior in the 
day or evening session in the School of Business and Civic Administration for. 
the highest average in the fundamental and specialization courses in Accountancy. 


Lours GREENBAUM MeEMortaL Awarp—A gold medal is awarded from time 
to time by the Kappa Phi Sigma Fraternity to a student in the Evening Session 
of the School for outstanding service, character, and scholarship. 


SicMA ALPHA AwArD—A scroll is awarded at Commencement by Sigma Alpha, 
the undergraduate honorary society, to that senior who has most distinguished 
himself in scholarship, service and personality. 


THE NEw York State SOCIETY OF CERTIFIED PuBLIc ACCOUNTANTS AWARDS— 
Monetary prizes awarded to two members of the graduating class, majoring in 
Accountancy, for excellence in Accountancy studies. 


Monroe D, Frankiin Mepar—Established by his family in memory of Lieu- 
tenant Monroe D., Franklin, B.B.A. 1939, who was killed in action in the Philip- 
pines January 17, 1942. The medal is awarded annually to a senior of the School 
of Business. and Civic Administration who has excelled in scholarship and the 
personal qualities of integrity and leadership. 


STUDENT AID 
Direct financial assistance to needy students is available to a limited extent. 


The Student Aid Association of the College, composed of alumni and fac- 
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ulty members, makes loans to needy students. In addition it grants annually a 
number of scholarships (known as Tremain Scholarships), in amounts ranging 
from $50 to $150, to students who stand high in their studies and are in need of 
assistance. Information may be obtained at the office of the Dean. 


Meyer Bloomfield Personnel Research Fund. A small annual grant to the 
Personnel Bureau at the School in support of studies made in the field of 
vocational guidance, in which Professor Meyer Bloomfield, Class of 1899, was a 
pioneer. This fund was established by his wife in his memory. 


The School of Business Student Loan Fund was created in 1939 by the 
Day Session Student Council and is maintained by the Council for the purpose 
of extending loans, ranging from one to fifteen dollars, to students of the Day 
Session who are in need of money for the purchase of text books or other 
school necessities, or for school or class social affairs. The fund is managed by 
a committee consisting of three students appointed by the Student Council and 
two Faculty members. 


The Howard C. Green Memorial Fund is a fund established by students, 
faculty, and alumni to make small loans for short periods to cover fees, books 
or other small outlays of Evening Session students in need of temporary aid. 


STUDENT ACTIVITIES 


STUDENT ORGANIZATIONS 
The By-Laws of the Board of Higher Education provide: 


“The faculties shall through their appropriate committees supervise extra- 
curricular activities and may charter or otherwise authorize teams and publica- 
tions. The faculties shall have full power to regulate, suspend or discontinue 
the extracurricular activities of any student or group, in the interests of the 
effective conduct of the college or school as an institution of higher learning. Any 
group of students may form an organization, association, club or chapter by 
filing with an officer to be designated by the faculty (1) the name and purposes 
of the organization, association, club or chapter, (2) the names and addresses of 
its president and secretary or other officers corresponding in function to presi- 
dent and secretary, and (3) such other information as the President or Faculty 
may require. However, no group with a program against religion in general or 
against the religion of a particular group or any race shall be permitted to 
organize. No organizations, military or semi-military in character, not connected 
with established college courses shall be permitted without the authorizations of 
the proper faculty and the Board. ... The Faculty shall also be responsible for 
and shall supervise the use of the college name by organizations and clubs.” 


Acting under authority of these by-laws, the Faculty of the School has 
placed the supervision of student societies in the hands of its Committee on 
Student Activities. That Committee has designated its Secretary as the of- 
ficer with whom student organizations shall file the names of their officers 
and statements of their purposes as required by the Board by-law. 

Similar arrangements exist in the Evening Session. 


A Student Council, composed of 16 members, elected each semester by all 
the students of the School, except the Lower Freshmen, is vested by the Faculty 
with the power to exercise general supervision of student extracurricular activi- 
ties; to promulgate Freshman rules and administer and control all Freshman- 
Sophomore contests, subject to approval of the Faculty Committee on Student 
Activities; and to award appropriate insignia or honors for superior merit in ex- 
tracurricular activities, for character and for service to the School. 
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Among the student organizations of the School, the following have been 
recognized by the appropriate departments as supplementing the department’s 
instructional program: 


ACCOUNTANCY DEPARTMENT: The Accounting Society; Art DEPARTMENT: Art 
Department Service; BustNeEss ADMINISTRATION DEPARTMENT: The Advertising 
Society, The Research Management Association, The Society for the Advance- 
ment of Management, The Statistical Association; Economics DEPARTMENT: The 
Economics Society; EpucATION DEPARTMENT: The Education Society; GOVERN- 
MENT DEPARTMENT: The Public Administration Society; HycrENE DEPARTMENT: 
Varsity Club; Law DEPARTMENT: The Law Society; MiLirary ScIENCE DEPART- 
MENT: Monroe D. Franklin Society; Pusptic SPEAKING DEPARTMENT: Theatron; 
DEPARTMENT OF ROMANCE LANGUAGES: Spanish Club, La Societé Downer 
(French Club). 


The House Plan is an organization formed by alumni and members of the 
teaching staff to aid in the development of extracurricular activities and to 
foster informal personal relationships among students, instructors and alumni. 
A nearby building has been provided for the use of the School of Business 
students who are members of the House Plan. 


STUDENT PUBLICATIONS 


THe TICKER, a weekly newspaper, is published by the students of the Day 
Session. The Editor and Business Manager are selected each semester by the 
Ticker Association, composed of four students elected by the Student Council 
and four faculty members designated by the Dean. The staffs are selected by 
the Editor and the Business Manager. 


Tue Reporter, a weekly newspaper, is published by the students of the 
Evening Session. The Editor and Business Manager are elected each year 
by the Publication Association, composed of eight members elected by the 
student body. 


THE LExIcoON is published annually by the Senior Class. 


The following periodicals are published by the corresponding student organiza- 
tions: Accounting Forum, The Bar, The Commercial Teacher, The Economist, 
The Interclass Athletic Council Leader, The Statistical Journal. 


VARSITY AND JUNIOR VARSITY SPORT ACTIVITIES 


The varsity and junior varsity sport activity program is directly under the 
supervision of a faculty athletic committee. This committee formulates and 
enforces policies for the maintenance of (a) proper academic standing; (b) ad- 
herence to amateur rulings; (c) medical and physical fitness. 


The program of training is conducted at the Main Center except in the sports 
of boxing, fencing and wrestling, in which the training is conducted at the 
Business Center. 


In the Evening Session, the regulations governing all sport activities are for- 
mulated by the Faculty Athletic Committee of the Evening Session. 
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THE DEGREE OF 
BACHELOR OF BUSINESS ADMINISTRATION 


ADMISSION 


For admission to the freshman class of the School of Business and Civic Ad- 
ministration a candidate must offer evidence of preparation in at least fifteen 
units of secondary school work and in addition must meet the quality standards 
explained below (page 13).) A unit means the satisfactory completion of a year’s 
work with recitation of at least four or five periods a week requiring prepara- 
tion, or equivalent school work in a subject not requiring preparation. 


Of these fifteen units, nine are required to be in the following subjects as they 
are described below: 


SLC cio lad, RE AN AINE g a laid rch Mean etl sens, SAA A Rea LI 3 units 
The three units of English represent the amount of work usually completed in 
four years in a recognized preparatory school. 


Pmrrmaern foreign Janousge ce a oe 3 units 
This requirement may be met by presenting any one of the following: French, 
German, Italian, Spanish, Latin, Greek or Hebrew. 


LCT TRS ab Sede OU SE SPRhN i NE Sa Ie eA OA eS ck Ame 2 units 
The two units in Mathematics must include one year of Elementary Algebra; 
the second unit may be made up from the Mathematics electives listed below. 


EMMUEOAR EM IStOC We Ate eo kee ee IN ak ee da 1 unit 


_The remaining six units required for admission, in addition to the foregoing 
nine, may be chosen from the following list: 


Additional language, OMe OF tWO VEAL occecccsscsssssesnesnnsnemesinenenetesees 1 or 2 units 
That is, additional to the three units of language mentioned above. A single 
unit in any foreign language which is not thus ‘‘additional’’, can in no case be 
counted unless and until such language shall have been successfully continued 
at the College through the second year. 


Mathematics— 
ormmerciallarA Lith mie tiem rere red re Coke eee ee ee all samsdlnesaesie 1 unit 
Ue EB SEGA SSSR © AIS aL A Sls ORNS g UNE ele eee Se ROLE 14 unit 
fo Ee ME ON fie as 2 SE Ee ee eR ele CERES OAW AUN HELO 4 
Oe ae ce ee ee hae brners olaieein etme ive doscacahaoteseney i unit 
EC gE EE ay BUS Nat 4c Os SR EER me nL amas CRE IPY URRURSC AMT CaSO 1% unit 
a aa Syelleetie TLS AN ue SIO ad ead ACN A Ua a tee es ao 1% unit 
VR eT eed URE WENGE, TBA STARS Ato Ole OU aL ea ln OAeCRcas as Ra Sean % to 2 units 


The additional History must be selected from the following: (a) Ancient and 
Medieval History to 1600 A.D.; (b) Modern History from 1600 A.D. to the 
present time; (c) English History. 


Reema 1eaSt he TULL years) (ieee iy Sh Ur ees es 1 to 3 units 

Shopwork (according to the number Of Hours) cecceccecssnn YZ or 1 unit 

Remi edSt) a), SANG VGATS ) 8) A. sccndu katgiead pn wslnreal niin nalalad 1 to 3 units 
Of the three subjects, Music, Art and Shopwork, taken together, not more 
than 3 units may be allowed. e 

Peermesectry ae MVSICS Molo teunetae Sten mee FC Foerey 0 ge he een dees 1 unit 

PST TVG PCTTISEL Yh tiea cum ee ie Te ee 1 unit 


1 Although a student may thus be admitted without any modern language, the course of 
study leading to the B.B.A. degree is based on the assumption that the student has had in 
high school three years of a modern language; and a student offering no modern language for 
entrance is consequently required to take all his preliminary, as well as his advanced, work in 
modern language during the college course. Students preparing themselves for entrance to the 
School are therefore urged to take a modern language (French, German, Italian or Spanish) 
in high school. 
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Elementary ’Biology or,General ‘Science, {os ee 1 unit 
Advanced (Biology. \- 2.2.2 ee tel eee 1 unit 
Physiography )2.200 1 unit 
Economics?) ke ee i ee 1 unit 
Commercial. ‘subjects | 22... -2 a ee 1% to 5 units 


Commercial subjects include Advertising, Bookkeeping, Business Training, Com- 
mercial Geography, Commercial Law, Foreign Trade, Marketing, Merchandising, 
Office Practice, Retailing, Secretarial Practice, Stenography, Typewriting. En- 
trance credit of one unit for one year’s work is allowed in each of these subjects 
except Typewriting for which one-half unit is granted for one year’s work. A 
maximum of five units may be offered for commercial subjects exclusive of Com- 
mercial Arithmetic. 


HIGH SCHOOL WAR COURSES 


The faculties of the four Schools of The City College have taken action ap- 
proving admission credit for the “War courses” recently introduced in the high 
schools of New York City. A half unit will be allowed for each term’s work if 
the course meets four or five periods a week and requires home preparation. 
Although this credit will be accepted as part of the fifteen units required for 
admission, it may not be substituted for any of the nine prescribed entrance 
units in English, foreign language, mathematics and American History. 


ADMISSION WITH CONDITIONS 


A candidate who presents less than fifteen but as many as fourteen units of 
preparatory work, or who presents the full number of entrance units but who 
lacks not more than two units in the list of subjects specifically required, may, 
in the discretion of the Committee on Admissions, be admitted to the freshman 
class, provided, however, that he completely satisfy the entrance requirements 
within one year from the date of his admission (unless an extension of time be 
granted by the Committee on Course and Standing). : 


FORM OF CERTIFICATION 


Evidence of the units of preparation required for admission may be given by 
presenting certificates from the New York City High Schools or other accepted 


schools. 

Blank forms for this purpose may be obtained from the Office of the Registrar and 
should be filled out by the school authorities and sent to the Registrar's Office. Applications 
for admission to the School for the Spring semester must be forwarded mot later than Novem- 
ber 15th of the year preceding; applications for admission to the School for the Fall semester 
must be forwarded to the College mot later than July 1st. 


Certifications are accepted from (1) public high schools of the City of 
New York; (2) high schools of New York State recognized by the Board 
of Regents; (3) high schools of the United States accredited by the Middle 
States Association of Colleges and Preparatory Schools or similar regional 
accrediting agencies. While certificates are accepted from schools on the ac- 
credited list outside of New York City all applicants are required to be per-— 
manent residents of New York City; this means that the immediate family of 
the applicant must be living in New York City. 


_ Examinations of the College Entrance Examination Board may be offered in 
lieu of high school certifications. 


Graduates of foreign institutions must present original transcripts and also 
certified English translations; no credential which does not give details of courses 
of study can be considered for matriculation. Further, it should be noted that 
all applicants for admission as undergraduates are required to be citizens of the 
United States or applicants for citizenship as well as residents of New York City. 
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METHOD OF ADMISSION TO DAY AND EVENING SESSIONS; 
QUALITY STANDARD; SPECIAL STUDENTS 


The following regulations now govern admission of candidates for the degree 
of Bachelor of Business Administration: 


1. The administrative authorities of the College determine in the light of 
space facilities and financial resources, the number of new students that may be 
admitted each term to the Day Session. (Women are admitted on the same 
basis as similarly qualified male applicants.) 


2. Applicants will be ranked in order of merit as determined by the school 
average for the entire high school course and will be selected in order of rank 
until the Day Session quota is filled. The standard thus determined shall apply 
in both Day and Evening Sessions. 


3. Additional places made available by the withdrawal of a number of those 
originally selected will be filled on the basis of relative standing in a group of 
qualifying examinations. (Experience indicates that the number of withdrawals 
may be as high as 20 or 25%.) Applicants who are not included in the quota 
originally but whose high school, average is over 75% will be admitted to these 
examinations. The kind of tests to be used and the appropriate weights to be 
assigned to them and to the high school average shall be determined by the 
President. The privilege of examinations is extended also to Evening Session 
applicants, and the minimum standard for matriculation in the Day Session shall 
apply in both Day and Evening Sessions. 


Students who are graduates of accredited high schools and who meet the 
subject requirements for matriculation but who do not qualify for admission as 
candidates for the baccalaureate degree may enroll in the Evening Session as 
special students. Such students may pursue courses in the Evening Session under 
guidance, but they will be required to pay tuition fees for their courses at the 
rate of $2.50 per credit. 


Such special students may subsequently become matriculated students with 
advanced standing as candidates for a baccalaureate degree provided they com- 
plete an approved program of 15 credits of work in the Evening Session in two 
consecutive terms with an average grade of “B” or complete 60 credits with at 
least a “C” average. The course of study followed shall be approved by the 
Director of the Evening Session, and so far as possible shall include courses 
in foreign languages and mathematics. 


ADMISSION WITH ADVANCED STANDING 


Students applying with advanced standing from recognized colleges or wni- 
versities may be admitted on the basis of fulfilling the high school admission 
requirements above stated, but it is expected that they will also meet the normal 
college standards required of the City College Freshmen and Sophomores. If 
they do not have the requisite high school average, it is necessary that they 
have completed at least one full year’s work (30 credits) at a recognized 
college or university with an average grade of B or its equivalent in percentage. 


The amount of credit allowed for work taken at an accredited college is de- 
termined after consultation with representatives of the various departments of 
study concerned. The student should present an official transcript of his record, 
listing in detail the subjects taken and the grades attained, together with a 
certificate of honorable dismissal, and also original credentials of his high 
school or preparatory work. The high school record should be certified on 
forms provided by this college; college records should be certified on the forms 
in use at the institution from which the student is transferring. 


Courses completed with the grade of D at other institutions ordinarily will 
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not be credited for advanced standing (certain exceptions may be made in the 
case of students transferring from other city colleges), but the student may be 
excused from repeating such courses. Students who have completed certain | 
courses in high school which are the equivalent of courses offered by the 
college are excused from repeating such courses and are allowed to continue 
those subjects in advanced courses; but no college credit is allowed for work 
completed in an American non-degree-granting institution. 


Students dropped from other institutions for poor scholarship or for other 
reasons are not eligible for admission to the City College. 


Students in the other municipal colleges, who desire to transfer to this school 
in order to pursue its professional curriculum, are advised that this may be 
accomplished, in most cases, without serious difficulty or substantial loss of 
credit, if done before beginning the work of the junior year. Such students 
should, of course, bear in mind that the earlier the transfer is effected, the 
easier is the task of adjustment to the new school environment and curriculum 
objectives. 


COURSE OF STUDY 


A total of one hundred and twenty-eight (128) credits is required for the 
degree of Bachelor of Business Administration. Of these, fifty-seven, devoted to 
what is described as the cultural base, and consisting of liberal subjects (very 
similar to those required in the College of Liberal Arts and Science of can- 
didates for the degree of Bachelor of Arts and Bachelor of Science in Social 
Science), are pursued chiefly in the first two years of the course. The remaining 
seventy-one credits are devoted almost entirely to courses deemed especially ap- 
propriate to the degree of Bachlor of Business Administration, twenty-seven 
being devoted to background courses in economics and the social sciences, and at 
least twenty-four more to some field of specialization. 


In detail the course of study is as follows: 


A. CULTURAL BASE—PRESCRIBED FOR ALL STUDENTS 


ENGLISH 
English Composition—English 1, 2, 5 22) ee 4 credits 
Spoken English—Public Speaking 1, 2, 3, 4c ssseemennesnemeen 4 credits 
English’ Literature—English ‘3, 4.0. 20 ee 4 credits 


he departments of English and Public Speaking may excuse students 
who are sufficiently proficient in written and in spoken English from 
taking some courses normally prescribed, but credit shall be allowed 
only in proportion to the time of residence work; and they may with- 
hold credit and require additional work of students who are below 
standard in the use of English. (See page 53.) 


ForREIGN LANGUAGES 


A modern foreign lancuag ee eee en reat teenie 12 credits 
The indicated number of credits (12) is merely the average number 
of credits required in foreign language. The actual number of required 
credits varies according to the amount of foreign language work pre- 
sented at entrance. In case the student elects to continue a modern 
language which he has studied for two years in high school, he will 
be assigned courses 1 and 2 in the Freshman year, 4 hours weekly, 31 
credits per term, followed by courses 3 and 4 in the Sophomore year, 
4 hours weekly, 31% credits per term. In case the student elects to 
continue a modern language, which he has studied for three years in 
high school, he will be assigned courses 2, 3 and 4, four hours weekly, 
34 credits per term. A student who presents less than the required num- 
ber of units in a modern language or who presents no modern language 
for admission shall make up his deficiency in college. Evening Session 
students may meet the language requirement by completing courses 
72, 73, 74, 75. The subject matter of these courses is the same as that 
OL e514) 


SPECIALIZATION GROUPS 


MATHEMATICS 


pers COUTHCS (11100) ACRE ATICS eee eerie 

During the war emergency this requirement may be met by one of the 

following sequences: 

(a) Mathematics 152, 153 if Advanced Algebra and Trigonometry are 
offered for entrance credit; 

(b) Mathematics 42, 152 if Advanced Algebra is offered for entrance 
credit but not Trigonometry ; 

(c) Mathematics 43, 152 if Advanced Algebra is not offered for en- 
trance credit. 


NATURAL SCIENCE 


A year course in any one of three sciences— 
Remiowve Chemistry. OF DYSICS.n0 ee a 
A term course in a Second Of these SCH CES* nn cccceeccccccrnmeeeesensencenes 


SoctaAL SCIENCE 


Principles Of. COnomits=—- Economics! tie. 
American Government and Politics—Government 1. ecnennonnee 
PaIStOty OL GIVilization—-bLIStOLys by Qos eel tie ot eel 


ArT AND MusIc 


USL Feat SGTs CL Tays eg i) Cabin geo Sable seal bea nubanenidad meteor sa 2 
History and Appreciation of Music—Musicc Lenccecccceccsucssssmesnanmesen 


PHYSICAL EDUCATION 


Py a FTO RACINE nba a OO Aa tia 
(Hygiene 71, 72 are taken by Evening Session students) 4 
aah additional year of Hygiene is required of all. male Day Session 
students. 


B. ECONOMIC AND SOCIAL BACKGROUND— 


PRESCRIBED FOR ALL STUDENTS 


Principtes of ‘Accounting (Accty, 101-102). 
A student who has completed in high school two or more years of 
bookkeeping may upon application to the Registrar’s Office or the 
Evening Session Office be excused from taking Accountancy 101 as part 
of the B.B.A. requirements. 


American Economic Development (Eom. 2) ccccccsmccoccicmeescsnsmeee : 
Resources and Industries of the U. S. (Econ. 12) nce ccccccssee 
Pmoem les; OT otatistics Crocon. Ia yis ee Oe 
PATROOPES Ati Te IT ANICE ( POCOM)  LO) Yar cece scree pc nrevecct boner pert cnet val n 
Principles of Business Organization (Bus. Adm. 103)................. 
The Law of Business Contracts (Law 101). 
emer sycuolory (Sven, ih )iee ee ee ee 


C,, SPECIALIZATION }GROUPS 


In order to help students crystallize their vocational objectives the Faculty 
of the School of Business and Civic Administration has set up a Group Special- 
ization Committee to meet with students and assist them to plan a vocational 
objective. Accordingly, each student who is a candidate for the degree of B.B.A, 
is required in his Sophomore year to submit to the Committee a plan for his 
specialization embodying courses numbering at least 24 credits. These courses 
should be planned by the student to meet his vocational objectives after con- 
sultations with persons in business, with various members of the Faculty, and 
with the Group Specialization Committee. After a specialization group has been 


* In lieu of Science Survey during the war. 


6 credits 


6 credits 
3 credits 


3 credits 
3 credits 
6 credits 


1 credit 
1 credit 


4 credits 


6 credits 


3 credits 
3 credits 
3 credits 
3 credits 
3 credits 
3 credits 
3 credits 


27 credits 
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submitted to the Registrar’s Office or approved, any change therein or shifts 
from one specialization to another must be approved by the Group Specialization 


Committee. 


The groups printed below are not rigid. However, in most of the groups a 
core of courses has been marked with asterisks and is considered essential. To 
this core the student should add other courses to meet his special needs until he 
has selected a minimum of 24 credits. 


Specialization groups have been set up in the four fields outlined below. 


OVOZS PAHO OWP 


I. BUSINESS 


Accountancy 

Banking and Finance 

Credits and Collections 

Financial Management 

Foreign Trade 

Industrial Management 

Insurance 

Management of Small Business 
Marketing: Sales and Advertising 
Office Supervision and Administration 
Personnel Management 
Purchasing and Traffic 

Real Estate 

Retailing 

Secretarial Studies 

Statistics 

Stylist and Buyer 


II. ECONOMIC ANALYSIS 


III. PUBLIC ADMINISTRATION 


MIO S 


IV. THE TEACHING OF COMMERCIAL SUBJECTS 


Accountancy for Public Administration 
Government Office Management 

Public Administrative Management 
Public Housing 

Public Personnel Administration 
Statistics for Public Administration 


A. Accounting and Business Practice 
B. Merchandising and Salesmanship 
C. Stenography and Typewriting 


I—BUSINESS 


The offerings in this field cover a wide choice. Students who wish to qualify 
for the C.P.A. examination are required to pursue all of the courses indicated in 


Group I-A. 


A. ACCOUNTANCY—recommended group of 27 credits: 


Advanced Accounting (Accty. 201-202) 


Cost Accounting (Accty. 210-211)... 


Auditing (Accty. 220-221)...... 


Accounting Systems (Accty. 230) ccs 


of 
Municipal Accounting (Accty. 245) 


or 
Estate’ ; Accounting’ ((Acctys)250))itsecnoctn ce cestes dete xt eee taceret teens 


6 credits 
4 ae 
4 ae 
2 ae 
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Analysis of Financial Statements (Accty. 260) 7A AR: 
Advanced Problems (Accty. 271-272) ccccssssssssssseue Syinves 
The Law of Business Organization (Law 102) Os ch 
The Law of Peco Instruments (Law 103) 

2 ac 
The Law of Méerantite Transattions (Law 104)... 

(See also Accountancy for Public Administration, p. 23) 
B. BANKING AND FINANCE —at least 24 credits from the following: 

Bechicorynore Maney uand | Credit) (ECON) 21) cnteek cca ccca tN tena Eto cc eters aU 3 credits 


*Principles, of) Public’ Finance (Econ! '25) 00 eu. 
*Economics of Corporate Finance (Econ. 220)... 
*Business Financial Management (Bus. Adm. 160)... 
*Elements of Mercantile Credits and Collections (Bus. Adm. 170) 
Perimnemies Dry lavestments (Bus. Adm oi s65 keh ce dls ae he yee ia adeeretht 
Investment Problems (Bus. Adm. 261)........... 
Current Problems in Finance (Econ. 225). 
Mictnents sorte insurance (Buss AGm e180 jo ese y ey. ae cade niet 
mnalyvsts Gti Financial Statements | \CAccty. ZOO) cet ccs scses 5 Secs neeiccre teste aenrnenoenacees 
(Special section for students electing this group; all prerequisites waived 
with the exception of Accty. 101-102.) 
Baokins. Practices -( bus. VAG) 162) ei ee eu ae Danes 
Economic Cycles (Econ. 208) . re iia Bk ine Ue PRR IU A UCD MRE A 6 
The Law of Negotiable Instruments (Law 103)... 


NWWN DN DN WL Do 
« 
* 


C. CREDITS AND COLLECTIONS—at least 24 credits from the following: 


*Elements of Mercantile Credits and Collections (Bus. Adm. 170) 


2 credits 
*Elements of Consumer Credits and Collections (Bus. Adm. 171)).......... Ze site 


eine tLaw).ot Mercantile: Iransactions (Law 104) io aa es. 2 
*Advanced Credits and Collections (Bus. Adm. 270) ual es 
*Analysis of Financial Statements (Accty. 260) occ 7 


(Special section for students electing this group; all prerequisites “waived 
with the exception of Accty. 101-102.) 
BAdvancedMCreqite Prop lemsn( DUSh “ACM. (2:7 1!) tuewe ee ual US eae ee eae 
BASU SIESS COR TINGY | (essa CVE NEE | SO 12302, ) iio a nidespnlereitrsamcrice dor ueradudinemaaasnetiens 


Seem rar 1e rerinoss ervemte. (LAW 106 Yi 5 tears ad nats ce eal Geucisbebeubedatan cnn ecentss ma 
EConomic | Gychess CE CONS £208) soccer teecsecososctatsecteen i 
Essentials of Marketing (Bus. Adm. 110)............. iN 
Elements of Retailing (Bus. Adm. 130) ...cccscscscssssmseen it: 
Problems in Office Management (Bus. Adm. 201) iv 
Problems in General Business Management (Bus. Adm. 202)... aE Reh re 
whe law, of) Negotiable Instruments | (Law 103)) .cc:clsscsssocscssscwrsssscbrccrctsoscapseesti teleost % 
fhhe) Law of Secured transactions (Law? 105)) hss cisco fnectsl tanh dntratins cect clie i 
Advanced Accounting. Corporation Accounting (Accty. 201-202) mF 
Accounting Systems (Accty. 230)... aren Ts 

Financial and Operating Statements of. “Typical Industries “(Accty. "265)... . 


ihevlaw Of Business| Orcanization (Law, 102))ec a Sie ite trates ates a en oleseratietntect sear 


D. FINANCIAL MANAGEMEN T-—at least 24 credits from the following: 


*Business Financial Management (Bus. Adm. 160)... pierce CU ilay Ue kuh Lt BUCTOCIES 
*Problems in General Business Management (Bus. Adin! 2020 oe SEW e 
BUC PCE PACCOUNIN EH CACCEY a A255.) tata e ieee cee i whi natch omaha Rbe NU ret drctrie ts 278 
* Advanced Accounting. Corporation Accounting (Accty. 201) ees Bw 
*The Law of Negotiable Imstruments (Law 103) ..ccsccssscecscsscessccescssmnsseesse PN 
ihevlLaw, of (Business! Organization: (Law .102)) ee eee tates 3 i 
Elements of Mercantile Credits and Collections (Bus. Adm. 170) Ake. 
Elements of Consumer Credits and Collections (Bus. Adm. 171) occ VR 
Problems in’ Office Management (Bus. Adm. 201.) .ccccccccccil decasestantiectetnstanrscnenreeonnsegetine At ar 
Elementary Problems of Casualty Insurance and Bonding (Bus. Galen 
Analysiswoferinancialy) Statements “CACCtY, B00) uh eiccocecscrten asta nattsctta dal cthecoet ets etsierosrt att 2a bal 
Advanced Accounting. Corporation Accounting (AcCty. 202) oreceecccecssscnieceisnmene 9 


IBxecutive:/Gourse! (Busse A Aims 2509) ie nee etch tien ceaye oeteag Sts ee LEME Le ash crete tated 6 4 
hem Lawsot, secured Transactions | (laws 105i) actu tcccectareiete ce Ws 


Elements of Insurance (Bus. Aci. 180) sscsssissessssusiccssenssscnioosseeietinsmers A 
pusinesssseminar, (Bus;) Adm.501-302)). ones te AE ae Ms 
SI yewplcawicOl .CLeGitOrs be Rig nts. «(lca Ww nliOG)) csecad eset es ae tens ncuceecee eee este verregtece csr haunttvadacentep Seee se 2 


E. FOREIGN TRADE—at least 24 credits from the following: 


*Principles of International Business Relations (EcOm., 272) nreccscsssssssssssunconmseessmnesssseeensenas 
"Foreign Exchange and the Financing of Foreign Trade (Econ. 70) 
*Foreign Trade Methods and’ Practices (Bus. Adm. 140) .ccccssscessssescececsssesonsesseuinansesunsteepsssssoaees 
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*Foreign ‘Credits and Collections (Bus. Adm. 141) 0 2 een 2 
*Advanced Problems in Foreign Trade (Bus. Adm. DAG). disk seer cca ets eee 3 
*One of the following two groups: 
Economic Grea of Burope''(Econ, (13) wae | 
BE eS BO A ean 
European Markets Mt WA do) 146 Viaccn pteueceonmeenneeeores 
Economic Geography, Of Latin America (Econ, 14) cscs: Y 
Latin’ Americad’ Markets? (Bus. Adm, 145) ii..000)ctucobencc (nie Gin 
Elementary Problems of Ocean and Inland Marine Insurance (Bus. Adm. 182)...... 1 
Essentialsof) Marketing (Buss: Aching: 1010) oa cceeeecettcsorecstesttuseect rect c crores egeeeter eee 3 
Practical Marine Operations (Bus. Adm. 142) eis ae 2 


Economic Problems—International (Econ. 31) 
Problems in Ocean and Inland Marine Insurance (Bus. Adm. 282) voccccsscsnmnnne 2 


The Law of Negotiable’ Iastruments:: (Law | 103)))..2200 5) 2A Aine Bae valle eteesertentrre ees 2 
Intermediate Pitman Stenography—Spanish (Steno. PR tal be EN ape 0 
Advanced Pitman Stenography—Spanish (Steno, 425) o.rcceccsrmenimmemmmnenennnsnennnnansn 3 
High Speed Pitman yt ie RRND (Steno. 437) eG) as 
World): Polttits i(Govti\41 eck ee a 3 
Modern Latin America (History 40) . ae Peres, Me 3 
The Law of Mercantile Transactions (Law 104)... 2 
Advanced (Spanish) Composition (Spamish 31) ..-csmumussmmmeimsitemineminnemuumiti 3 
Advanced Study in (Spanish) Grammar and Diction (Spamish 33) -.crcscsssssseeee 3 
Elementary Portuguese (Portugese 41-42) sesicsescorsessnsisdoioresnrsctengeeecnsstiaeestetrapen Ouse sirtsdaesane DD 6 
Economic Geography of the Far East, (Econ. 11) 2 ccmsch Sistedeensutcens connate 2 
Par Eastern Markets |(Buss Adm. (147 )2.00.cceee menos ests ca pat a 2 
The United States: History of a Democratic Civilization (History 36) .cccccsccccossse 3 


F. INDUSTRIAL MANAGEMENT-—at least 24 credits from the following: 


*Production Control (Bus. Adm. 204)... EMME MCCUE RN Ai A iN cyt ty rete 
*Time and Motion Study (Bus. Adm. 304) . PRN RUN oh PMO HM MME Cee A kL co it 
*Principles, of ‘Cost Accounting (Accty. 210) Jil ieee eee eae er ea ; 
"Personnel ‘Administration (Bus. Adm. 105) cidisadane sense ctnsdecn etene eee omen ae a a 
*Purchasing and Materials Control (Bus. Adm. ee Pe Hie = Jonnie OM 
*Introduction to Industrial Design (Art 101)... PP REY ie ve, ee oe 
Advanced Principles of Cost Accounting (Accty.. Phi i nen aT 
Industrial’ Relations )(Bus.' Adm, 106) siuiiccc LOL + Aa OS 
Executive’;Course (Bus. Adm) '309) 4). de eee ee eee eet ee 6 si 
Graphic Statistics (Bus. Adm. 13.1) idiscceuclht eee a aes 
Business Management Policies (Bus, Adm. 104) icc cednusntcnantancnnstnmtnteoiuenceseneieat Ba 2, 
Problems in General Business Management (Bus. Adm. 202)... peng | Fa 
Advanced Statistical Methods for Business Management and Administration - ” 
(Buas,) Acemag 1542155.) sesssdescdicssssisedvctsssnscresrtetnoreusattedscalgntinn dacseeete Go uA RaN epelhaenee c 6 4 
Advanced Cost Accounting Systems (Accty. 212) 2 i 
Business Seminar (Bus. Adm. 301-302) -cccscsscsesuocsssscsusssmesnssseeesee 2 aN 
Business and Industrial Psychology (Psych. 81)... p Be igh 
Inspection Methods for Production Management (Bus. “Adm. 206 )itc.c0n nee ze tai: 
Materials and Equipment Handling and Control (Bus. Adm. 208) cscs 2 
G. INSURANCE-—at least 24 credits from the following: 
“Elements: of Insurance! (Buss, Adm: 1180) scene ete ee es ) ’ 
OE PO SE NA RES CROAT eS heen a . 3 ctedits 
*Elementary Problems of Insurance (Bus. Adm. 181-2-3) occ ‘i 
*Advanced Statistical Methods for Business Pueaonre and Administration 
(Bus. Adm. 154-155)... 3 NOU lal ar 
*Principles of Investments (Bus. “Adm. 463). AY Aa ce eR 25 i a 2 
Business Financial Management (Bus. Adm. 160)... oS eee 
Advanced Problems of Property and Casualty Insurance (Bus. Adm. 389) cecsmuo > ea | 
Personnel’ Administration (Bus. Adm) (105) inci eu ee a ray 
Principles of Life Insurance (Bus. Adm. 185) Tig ay 
Problems in Fire Insurance (Bus. Adm. 281) 2? eee 
Problems in Ocean and Inland Marine Insurance (Bus. Adm. 282) ..vcccmsssnmuuen Pe ony 
Problems in Casualty and Suretyship Insurance (Bus. Adm. 283) Bt? ihe 
Economic) Cycles): (Econ) 208) Sidicase acide eo ieee te p TEN De 
Economics of Corporate Finance (Econ. 220) Sunk 
H. MANAGEMENT OF SMALL BUSINESS—at least 24 credits from the 


following: 


“Business ‘Financial Management ((Bus..Adin,. 160)) sc oi .cksademne cosines eran 
*Sales (Management (Bus. Adm. 210 )ii ci liuasniunuesnadl 

*Purchasing and Materials Control (Bus. Adm. 107) 
*Problems jin ‘Office Management} (Bus.\Admi) 201) iio bewke satus once utente bee ae 
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*Problems in General Business Management (Bus. Adm, 202) cccessusssssssesseseesunsset ER ie 
PUT AMiGs WANA PeMeNta (BUS. Amy eT OD: Jit tetissteacesesecststectestcpartecrstotesrnoaetetsrcavsbeopegavsecStsnccedterbte 7a 
Pemcipies- of, Cost’ Accounting (CACCEY S210 pisces cece scence easiteerttereninceen tog Dare ts 
maveneed | Accounting {Accty. ZOU) Med tee RR OE ,.stascceeesscectg tonsil a 
Repducram, A Ontrol i (BUS. (Adit 1208) ree ec tresetat Rahal lle csnronnaboc toni onegcnbosoeces PACA St 
Personnel pA cministrationy, (BUS, AIT, (LOD yt ercccneescesennreptsceeonnnteces NRC OR bet hl EN Soa ody 
Gireditsy and Collectigns. (DUS PACH. el OP OL lis Li) can amen ail tesa larslaicconencaptgeetteee eases DIM Ca 
PMOCULEVE TY (COULSE | (EUSTACE, 'SO9)) 8 ied Sncshcitateeoesstecteseiatedliecscesccerescsasispectstresteedteeaoaateenamedtss Gitar 
apelLawr ot business sOrpanization.. (Lid W) '102’) .cmcinalosecsrenessnncd perseverance bea be 
ane Law Of secured. Lransactions ChLaw) 105 ) 2 ei ee ek gamle 2 eins 
Introduction to Industrial Design (Art 101)... Thao 
Business and Industrial Psychology (Psych. 81) vdccsccssssssseeeee Ca eet 
PACCOUNTINS A SYSTEMS. | (ACELY fh 250) seein ork ate te eB ea ee ie BEE tke Bele ate tee 7 
I. MARKETING: SALES AND ADVERTISING—at least 24 credits. 
Suggested courses for all those selecting this group: 
prasentia<eor Marketing’ (Buss Adm 1110) cp c0e 2b ee ne 3 credits 
*Introduction to Industrial Design (Art 101) EG 
*Essentials of Advertising (Bus. Adm. 120) wrcecscsssseenne Se 
Marketing ;Analysis: (Bus. Adin. 212) 200A ok Diciee 
*Advanced Marketing Policies (Bus. Adm. 219) Brkt 
Business and Industrial Psychology’ (Psych, 81) ssnctgucsill ndccdianiodevessusslnishonatibesdMancean eed Sidra 
Students specializing in the advertising aspects of marketing should select 
at least twelve credits from the following: 
america COPY) (bts. ACI. 01 25.) cise oe ee ediitseciedsctenueccirommuaicerneeeaenin: oe ah: 
Design an the’ Graphic Arts (Att 31) noclcdnedencn Oe ad 
momanceavrnavertising Copyh (uS. ACI, 225 bvicecsssceseetyetiacoee de acmelssok eres De le, 
Design in the Graphic Arts, Advanced (Art 32) ccccccsssssssssssssseseesen ie 
Advertising Production (Bus. Adin. 12) ic cece bscsutssmtsel he hin 
Advertising Campaigns (Bus. Adm. 123)......... NRE) no ARS 
Commercial Art Practice (Art 21-22) ccc HAE WA 2 Bh. 
Design, Special Fields (Art 34) vccccccecsscssssesape Sv 
Business News Publicity (Bus Adm. 129) 2 
(Also courses in English Composition and Journalism.) 
Students specializing in the sales aspects of marketing should select at least 
twelve credits from the following: 
RreaGMiLie 1S On 1 a LOSS alse bau eys 1A StS. A CITY, 112) oh cocccsd ccc csstesense able mnnee thn Ss ttishecede baboon 22 Nien 
RvC ea tiet eSuiia Cr etrite Me Pure ON TV i2h yo) ick ileal cific nctdeslsinlsinnlissechaf aban abeerlentecin toieeddsbeecepmssts ge ETN 
Sales “Management, (Bus) SAGE, 210) sceiascncsutsscnccocnerseessssetutsrontenisis Oe EAGT WE DI WSS 
Sales Development through Retailers (Bus. Am. 114) cccccsssscssssssossssssssnssnecsusssussesnesinesenene pa eat 
Elements of Mercantile Credits and Collections (Bus. Adm, 170) ccsccsssssssssesssse 2 i 
The. Law of Mercantile Transactions (Law 104) crvesdcsccesecsinsnsessicsssecsocsitesesosnineincetnsinemate awit 
The Law of Secured Transactions (Law 105)......... Zaaiey 
Elements of Retailing (Bus. Adm. 130) ...ssccssestissmsseen Sirah 
Essentials of Retail Merchandising (Bus. Adm. 135) cesses Eee 
Rrrapbics Statist iesir ODIs cme Ve EINE 51. il ea csete a kes eeecatreccceatuercotiese danse taehte oalbrcsl Beatles Muaebat Batt st 
Used ELC IVE ATLA BO TIMSERE PUES ACSA) | LOD)! cect sli dsecceest cranes vclsscdl nail cpchpdl pated deena dba peeaptasoens 2 


J. OFFICE SUPERVISION AND ADMINISTRATION—at least 24 credits 
from the following: 


*Office and Secretarial Practice (Accty. 153) 3 credits 


*Personnel Administration (Bus. Adm, 105) crcsssssssucsssssesusssssesnssses Say ite 
*Mechanized Control Systems in Business (Bus. Adm. 159)... Brae hue 
Purchasing and Materials Control] (Bus. Adm, 107) occsessssssusssssnssseeunssssenseees att Le she Aa 
*Problems in Office Management (Bus. Adm. 201) .nccccccscsccscscccssussesnunsseesestsessnssosssesesssunsssssusssee a Ay 
*Advanced Accounting. Corporation Accounting (ACCy. 201) ocsesssesssssuesscnssneenneteses 3 
Intermediate Stenography—Pitman (Steno 403) Ff... 
Advanced Stenography—Pitman (Steno. 405). veces 
High Speed Stenography—Pitman (Steno. 407) cece py i 
ry SR CRB AMR A iT OSI RE aan RNS EA Age AMENRUR ANY Sader EI 2 He 
Intermediate Stenography—Gregg (Steno. 413) #.......... 
Advanced Stenography—Gregg (Steno. 415.) -eccrssce: 
High Speed Stenography—Gregg (Steno. 417) re zt 
Intermediate Typewriting (Steno. 404) ceeecssmen Oe le: 
OXCIV ATCC VDE WLILIN 2 (Sten FOG!) ee retyucstetescee enced oreesecteotanedei leteageaee uae eantreteniey) 4) O00) 
Advanced Accounting. Corporation Accounting (AcCty, 202) occeessctsscasssscesurtenesnseenn 3 
Municipals Accounting’ ) (Acctys (245) tian icnieraiecisereccustcunnes Bere 
QE WAL TA Whig ee RT eh CRAL UBS A hae) Bice ected etic daetibacae Rae 
Mud cer Accounting VCACCtY su 2015) steerer ireme mare saten entrar 6h 
Pateoduction: tomindustrialis Design iC Artin LO Ic) sone ie recton cy ci tecscts asec tscteesstteer at Siete eriesaster Pee 
Principles of Cost Accounting (Accty. 210) nic sscspiissscsutssnnsyaaieeedrceiannsiettesnnreatineersteetitenasteynteete 0 The 
ExecutiveuGourse’s (Dus. . Adis 509) eae te ee na iciens lb ctieey tal i as ctieeeg epee Been as: v 
Elements of Mercantile Credits and Collections (Bus. Adm. 170)...... ey eg Ue 
hes Law. on Business, Orvanization, (Law) 1O2)) ikea csietenccicaeptacacctseattssaslelclgtencaserteconments NB A 
Elements of Consumer Credits and Collections (Bus. Adm, 171) recs 2 
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SCHOOL OF BUSINESS 


Vocational Psychology!( Psych.) 80)s22. 2A aerate tii ee 
Graphic Statistics (Bus. Adm. 151) rcccccsnnrnnn 

Business Seminar (Bus. Adm. 301-302) 
(See also Government Office Management, p. 23.) 
HNo credit given for this course. 


3 ae 
2 ee 
4 ae 


K. PERSONNEL MANAGEMENT-—at least 24 credits from the following: 


*Labor) Problems \(Econ: 4) o.ocenag lo Oe ces ae 
*Personnel Administration (Bus. Adm. 105) uccecesemn 

*Industrial Relations (Bus. Adm. 106) once 

*The’ Law of Labor: Relations (Law 211 )ojicdccekccncncteiast eee ee 
“Problems in Office Management (Bus. Adm. 201)... mee 
*Business and Industrial Psychology (Psych. $1)... 
Time and Motion Study (Bus. Adm. 304) necccsssssssee Seonielcosalavs aul el A Vea ee 
Public Relations (Bus. Adm. 203)... ~cilbcesecapicl cere cbuoe eae ae 
Problems in General Business Management “(Bus. “Adm. “202).... ees ee. 
Executive), Coursel (Bus. Adm. ) 309.) octet soccer setshctenliclss cece cee ae tea ee 
Vocational. Psychology. (Psych. 80) ....2..00.02. Le Be 2 pe Fore 
Business Management Policies (Bus. Adm. 104) 
Business Seminar (Bus. Adm, 301-302) -ccscccntccemcseesencmueee 
Production Control (Bus. Adm. 204) cecccccccsssssenses 

The Law of Business Organization (Law 102) 
(See also Public Personnel Administration, p. 24.) 


3 credits 


2 

3 ec 
2 ce 
3 ee 
3 ee 
2 ae 
3 ae 
3 ae 
6 ae 
3 ee 
3 ee 
4 ae 
2 ae 
3 ae 


L. PURCHASING AND TRAFFIC—at least 24 credits from the following: 


*Essentials of Retail Merchandising (Bus. Adm. 135) vices 
‘Retail, Advertising) (Bus. Adm: 137) O02 eee de 
*Introduction’ to’ Industrial'\: Design’) (Art. 101.) 2 paises ects ce 


*Purchasing and Materials Control (Bus. Adm. 107) 
*Problems in Office Management (Bus. Adm, 201) ..cccccccssssse 
*Traffic Management (Bus. Aim, 109) ncceececsscsensssnssnsssnese 
*Buosiness). Cycles, (Econ. 208) ete 
*The Law of Mercantile Tramsactioms (Law 104) -.cccccsscsssssssscssssee 
Principles of Cost Accounting (Accty. 210) 
Production Control (Bus. Adm. 204) coocccccsc 
Graphic: Statistics (Bus)! Adm, 151). ee eee 
Problems in General Business Management (Bus. Adm. 202) 
Business Management Policies (Bus. Adm. 104) ccccccosssssssssssssssssensssessnesstsssssesemereessneeseee 
Materials of Merchandising—Textile Materials (Bus. Adm. 131) cscs 
Materials of Merchandising—Non-Textile Materials (Bus. Adm. 132) 
Then. Law of Negotiable Instruments) (ia wit l.O3. ) meeerecr catenins 
Standards of «Materials, (Chem. 115b) eee ee ne 
Practical Marine Operations (Bus: Adm. 142) onl eee 
Elementary Problems of Ocean and Inland Marine Insurance 

(Bus) Acdeme 182.) cdediscecsss tule cick tr cost as UO No a ee cen 
Business Seminar (Bus. Adm. 301-302) wt 
Inspection Methods for Production Management (Bus. Adm. 206)... 
Materials and Equipment Handling and Control (Bus. Adm. 208) -cccccssccsesssssssseen 
Advanced Traffic Management (Bus. Adi. 209) .c.jcecmssarseocseosssrsseiisaseeonterst/ttegsec aie 


REAL ESTATE—at least 24 credits from the following: 


*Essentials of) Real Estate’ (Bus, Acie. 190 ') ce svbcvecce rt teeters ee eae ee 
*Real Estate Financing and Investments (Bus, Adm. 193) occcssucccscssessnemsstssnseunseeinsssisenasee 
*Real Estate Management (Bus. Adm. 194) cnccccccesssscscesssssscsnssecseses select le dee tees eae 
*Real Estate’ Valuation’ and Appraisal, (Bus, Adm. 191) 5 \ii2 a2 -s-an eee 
*Advanced Problems in Real Estate—Brokerage (Bus. Adm. 299) vcccceccsssssssseeesnsssee 
*'The Law of. Real” Estate! Transactions .( Law>/202 )R ison. ee .adetihaclecco.neeeee te eee 
Elements of dnsurance)|\(Buss Adare 180 )i crc oka cesses tases ss leeeseeediss ec eta eee 
ThexLaw. of Business ‘Organization™ (La wir 102) xriencuseccsstcwestneetancen = ae eee 
Elementary Problems of Fire Insurance (Bus. Adan 9181) oc... ccccccecccssesecseuiseninncrounenee 
Administration of Public Housing (Bus. Adm. 197)............ ek 
Advanced ‘Problems in Public Housing (Bus. Adio. (297 )0o....ccesssssssriomschewuesisciousmanemnen 
Principles, of (Public Finance: (Bconyg2'5)) Wises) ne ac A eel 
CitysPlanning (CE cont, 295-8) cus ia oie etek cree eet ey Re el ee ce 
Introduction) to “Industrial, Design CATE 1101.) sunaapcsntendesie ie eee aes ae nn 


(See also Public Housing, p. 23.) 


RETAILING—at least 24 credits from the following: 


*Essentials..of) Marketing (Bus-) Ado. 110) 020.0502 22 eee ee 
~blements, ofmRetalling | (Buss 0 Adm eal 50) enn aee ane sot et rete een 
*Retail Store Management (Bus. Adm. 230) scccccccscssssssssssssssse ssnsseeemsereseen 


2 credits 


3 

p2 ee 
2 ee 
7) ae 
2 ac 
2 ae 
2 ee 
3 ae 
3 ae 
2 ae 
1 ae 
2 ae 
ne ee 
2 ae 
1 ae 
4 ee 
2 ae 
2 ee 
2 ee 


2 

2 ae 
2 ae 
Ba ae 
2 et 
3 ee 
3 ae 
1 ee 
2 ae 
2 ee 
3 ac 
2 ae 
1 ac 


2 

2 ac 
5) ae 
y. ae 
1 ee 
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“The Law of Mercantile: Transactions © (1a we O04) rie ceccccccsvcct eters ctsdesccccesccsterccstecbucteesfergctisabec PR RA Hy 
*Materials of Merchandising—Textile Materials (Bus. Adm. 131) Pde i a 
*Materials of Merchandising—Non-Textile Materials (Bus. Adm. Lig 
Bere oases Promotion (Dus. (Adin. 237) wus utc ee ee A BY he 
SES SERINE RES Teoh Us CLath lm Gah bolle ts foe Huai bo) rch: (elles 8 el Cone Ee 8 ge a ee Fie 
Elements of Consumer Credits: and Collections (Bus. Adm. 171) Z pa ell 
Personnel Administration (Bus. Adm. 105) 2a 
Business News Publicity (Bus. Adm. 129) pt. Sage 
Fashion Factors in Retailing (Bus. Adm. 139) EMI Ait ae yk ae 
Elements ‘of Insutance (Bus. Admits = 180 ) ne casgectsweesieedencticene Moree 
Elementary Problems of Fire Insurance (Bus. Adm. 181) ess Gneya fal sees 
Marketing Ahalysis! (Bus; SAdm. 212) 2,833) oti aA 
Problems of Retail Merchandising (Bus. Adm. 235) vcsccccsson Ui teat eee 
Essentials of Real Estate (Bus, Aciir. 190) ccsessssscsscossscscssssnsooscesseseetns Zee 
Standards of Materials (Chem. 115D) o.cccccscscsssssssssssseseneee Hamas De ws 
Business and Industrial Psychology (Psych. 81) a Wiese 
Pesipn in, the) Graphic: Arts, (Art 31) itscncnaaion Zi 


O. SECRETARIAL STUDIES—at least 28 credits from the following: 


*Intermediate Stenography—Pitman (Steno. 403) # .............. 
*Advanced Stenography—Pitman (Steno. 405) ouncccccsesne 
*High Speed Stenography—Pitman (Steno. 407) cacecccccssseee 


or 
*Intermediate Stenography—Gregg (Steno. 413) #.......... f 
*Advanced Stenography—Gregg (Steno. 415)... Reba SHAN ah A ae 6 credits 
*High Speed pencereR cies (Steno. 417) 


Intermediate Pitman Gchoctante Saanich (Steno 423) # 
*Advanced Pitman Stenography—Spanish (Steno. 425)...... | 
*High Speed Pitman Stenography—Spanish Sy: ae j 


*Intermediate Typewriting (Steno. 404) wnccccsssssssssssssssssscssssenes ; ee Oe 
pemivanredi s YOewritings ( Steniy (406) ocr ee i ac srevstesrrenstottecrcteonscrc eopelncsarte Ont 
*Executive Secretarial Traimimg (Accty. 155) 8% cscsccssssssssssssusesseesenes sah Basen dt bp 
*Office and Secretarial Practice (ACCty. 153) neccscseocsssscssscssssseecsssessssepssesese aa. 
*Advanced Accounting. Corporation Accounting (Accty. 201)... oe 
*Problems in Office Management (Bus. Adm, 201) -ccesccscssussneussuee Se th 
*Advanced English Grammar and Exposition (Eng. 106)............ Sahin ele 2 as 
*The Law of Business Organization (Law 102) San 
Elementary Portuguese (Portuguese 41-42) Gowns 
Advanced Composition (Spamish 31 ) <..-cccmseensmmnnnieneenemas nent a HY 
Advanced Study in Grammar and Diction (Spamish 33) .-sscsccmecssscssesrcmsesnesessnsenesnsennssne 3 
Vocational Psychology saa SO ye tee ea ee eee ) bMS 
Business and Industrial Parhaleay CPsychi., 81.) prcescevcnn.- z 

Principles of Public PEP aeration (Govicei4 ee ee ears 


Public Personnel Rican eee (GOvtse19)) eee } 

OES A CIMICISEE ati wo CES AIM, 1.05) ease ae cose sce cteenc resem rene mesipncaverevneeceneererons 2 ; 
or one of the following: 

Essentials of Marketing (Bus. Adm. 110) ....e.scsssmssscsseosesseeenee 


esentials! of Advertising (Buse Adi, (120) -ic.ccsctusnile. . U)  meeamacusrensnoniesnconcbetmsmerees Brian 
Foreign Trade Methods and Practices (Bus. Adm. 140)... ( 
Elements of Insurance (Bus. Adm. 180) o.ccsocsssssssssssssssssssessee J 
(See also Government Office Management, p. 23.) 
#tNo credit given for this course. 
47 *Subject to approval by the Board of Higher Education. 
P. STATISTICS—at least 24 credits from the following: 
Bees er otatistics. (Bus) ACI. yl 5 1 ) ciuasinc. ecmiyasapscwns conan mesrirre yictionie mene starcrentemsmesin ns oN 2 credits 
SB GOMONMCHOLALIStICS 1( ECON s 2 LA) eames ha sccctctuces soe oh eae carats teetine Uae de etre encar oe tiactecamece 3 
*Advanced Statistical Methods for Business Management and Administration ie 
(Bus. Adm. 154-155)... Re Sth oe Xe TG ¥° 
*Problems in Economic and Social “Statistics—Seminar | (Econ. 16)... 5) a 
*Problems in Business Statistics (Bus. Am. 250) .cccessccssesnsesesessessnnsseesmusesee Rea 
meateeein” | Analysis nt bus.) A di.) 212 i cietticcct nasil tenn bautoceneeies Dest 
Statistical Methods in Public Administration (Econ. 213) occ BRR 
eatmematics Of Statistics slat hin 2b J ennatederseteret theme atria Dh os 
Mathematics of Statistics (Math. 218)... AD oe ee pos 
Mechanized Control Systems in Business (Bus. “Adm. "159)... Eee Pace Banc cn iy ele ees oh 2 


(See also Statistics for Public eae: p. 24.) 


Q. STYLIST AND BUYER**—at least 24 eats from the following: 


TArt and Craft of Drawing (Art 21).. UU eee MR eee Se Aone ae Oe ee ED credits 
*Introduction to Industrial Design (Att | 101)... hn fice Cente Wed What e aC ty amen e tre Maren ee 


22 SCHOOL OF BUSINESS 


*Interior Decorating, Design in’ Home: (Arts 34 1. Do)ciiicasnameic eee ee 2 ae 
* Costume! Design CAL 3.4°G. SD, ) cee a cere ee nraseet ercceeee sek ect ey be 
*Art History .and sPrinciples\ CAGE HT J once csistitdincieninoacoeeandendtonriincqeaneh aetna alien Sy he 
*Modetn’ ‘Art’ CATE: 28-99 ) hice cca lc uconsenect ace varie acai ae ee 3 ee 
*Elements (of) Retailing (Bus. Adm. 130) ue eae ac eee Play Mes 
"Materials of Merchandising—Textile Materials (Bus. Adi, 131) cecccccccsssssssessssssseseese 2 ee 
*Materials of Merchandising—Non-Textile Materials (Bus. Adm, 132) cscs Lap 
*Fashion Factors) inw Retailing) (Bus) Adm. 139 )icsccscssesnscstaunteco nana eytepen ster aenere nena Zot aal 
bresiitay of ‘Retaili Merchandising (Buss) Admo135)) ceteusseenueue creer aa ane 2hkane 

Artvand ‘Craft of: Drawing —Advanced (Art! (22) secre ee eet ele ete enact ae ne enn pig 
Art, History and Principles! (Art. 12 ).s.cjcp:-sscnmsccoribvcianien ieesetorsncasiicalrneclueeicial teste a aneee em Sire Gas 
Standards of Materials.) (Chem. (1151 ) ci pecs accent as eee Bee 
Retail “Advertising (Busi Adm.) 137.) i ie eiemensercestneceeine sonst oresbp annie aan a ae 
Problems’ in’ Retail Merchandising (Bus. Adin. 235) scooter cteeecteeeee San a 
Retail Sales ' Promotion| :(Bus. Adm. 237 ) sc). nctlisoiontsccnnsetaee boeeradee ones eae Ory ape 


**Clothes and the Home are the principal topics to be covered. 


II—ECONOMIC ANALYSIS 


The group is designed to prepare students for government and business posi- 
tions in which economic problems need to be described, identified, segregated, 
evaluated, synthesized or analyzed. To an increasing degree government and busi- 
ness have found it necessary in the formulation, effectuation or readjustment of 
policies to rely on economic research. The increasing number of calls for men and 
women with this type of technical training and skill testifies to its value and need. 
At least 24 credits from the following: 


*Economic \Problems—Domestic. (Econ!) 30) isecsenec tee eee ee 3 credits 
*Principles of Public: Finance (Econ. 25.) .:ccc ice emer ee Seta 
*Labor | Problems ! (Ecorts 4) iissslsicstseutssicieas-cesiecsesheniahleuahs iba eaesta ts taese alee ote eie ea oe Sie ae 
* Economic, Cycles')\(Ecom: (7208) ccs ies bs escecese eee an ere a ee ee oe pe alee 
*Economic Problems—lInternational (Ecott, | 31.) siciuluseeusaunnnul iverson eee Sin 
Contemporary Economic’ Thought (ECOn. | ‘8 )\scesconciceceunnectemenenietee aeenes te ae ee ot ies 
The Relation of Government to Busimess (Govt. 121) ssrcassesussssscsssssmsesuscsueennesnnresnernessneeed 3 dale 
Economics of Corporate Finance! (Econ 220) sscoaccssteake damteleenrsnnenenneeemeteneaen eae One 
Economic Statistics © (Ecom.) 214) ci.gluntjsinemants latent es mettle epee eens ean Seeger 
Problems in Economic and Social Statistics—Semimar (Econ. 216) ..eccsessssmssssssssneemeene : oan Dik 
Industrial Relations))(Bus. |) Acdem. 106). ceccctccclcttaeeeenspmunen enon eb esta eerie toa al 
Advanced Accounting. Corporation Accounting Saab POL ent eee BATS 
Principles of Co:- Accounting (Accty. 210) shied sevpih bj aeelpttl tl i keh eon a i Bh se 
Budget Accounting (Accty. 255) occcccrccscscrcnehonte battle ete pices nee oan ry 
Analysis of Financial Statements (Accty. 260)... Sie are 
Evolution of Economic Thought (Econ. 7) secs eee 
Theory of Money and’ Credit) (Econ. 21) snc Oe: 
Agricultural Economics: (Econ 105 }on en hc ccnmenntinerennieeteiaeenai see rene 
Statistical Methods in Public Administration (econ pea, Ne see Se Ae 
Public Administration (Govt. 14)... at pab ier, fee oy jin Sat ED 
Business Financial Management (Bus, “Adm. 160). 1 jeotcelglathced cays ances tole oc a ce Bee 
Principles of Investment (Bus, Adm. 163) jill lesen ae 2 


III—PUBLIC ADMINISTRATION 


Designed for students preparing for careers in the federal, state or municipal 
service, the specialization groups of courses in Public Administration provide 
both background and professional preparation for definite categories of positions 
in the public service. The purpose of the course sequences is not merely to aid 
the student to pass civil service examinations. The primary objectives are: (1) 
to give the student an understanding of the problems and processes of govern- 
ment; (2) to develop the sense of values and the perspective essential in public 
service ; (3) to provide professional training of value in facilitating admission 
to governmental service as well as contributing to growth after entrance. 


Students interested in any of the specialization groups in Public Administration 
are invited to consult the Sub-Chairman of the Government Department. Students 
considering Group A (Accountancy for Public Administration) should 
also consult the Chairman of the Accountancy Department. Those inter- 
ested in Group F (Statistics for Public Administration) should confer with the 
Chairman of the Business Administration Department and the Sub-Chairman of 
the Economics Department as well as the Sub-Chairman of the Government 
Department. 


SPECIALIZATION GROUPS 23 


The following four courses are common to all the Public Administration 
specialization groups: 


Municipal and State’ Government (Govt. 11) in cs.cpeerrewoererikdeettetionnsiidniicigoiepesseemien 3 credits 
Constitutional Law: The Federal System (Govt. 12) cccesssssmsvevitieistiememnaeieeneene hy 
Elements ‘of Public’ Administration ‘(Govtvil4 uote a ey aie’ Ay 
Poncipies of Public Finance (ECO. 25 Vici alkene coeds lack sii ude Rare te tems pte EM woe 


A. ACCOUNTANCY FOR PUBLIC ADMINISTRATION-—at least 26 credits 
from the following: 


Courses prescribed for all Public Administration studemts..ecccscsccsssscssesssrssssemeneseseseesiee 12 credits 
PveneeuACcCOUmtING CACCTY., 201-202) iudiecte eaves. Bieud Silo dius eee te ute pckee relents iy 
Ommerenmunting CACY A F211) fice te rt fare ame AO ewes dosed Diy caren, 
Per ACE LY. V0 2022010 er ee ee ee ee ere te tease Wa. Aine 
Beara MACCOUNTINS HUACEHY 4245 ) isc et else eRe Ai ee Ne aes Phe tie 
PUEMRERACOOUNCIOG . CACCEY W255.) alcddh scutes c eae.Ca) nda car eed ert engi esd he Dian, 


(See also Accountancy, p. 16.) 


B. GOVERNMENT OFFICE MANAGEMENT—at least 27 credits from the 
following: 


Courses prescribed for all Public Administration students 
Ciiice and). secretarial: Practice’ (Accty. 153). pecsceccncsceernetsastommmriiepearens 
Problems in Office Management (Bus. Adm. 201) 
Panic »Personnel Aden risteation: (Gove. 19) ) ccc secs kde las lcn cal ahensetnassrnetteecucemeone aptalansion 
Government and Administration of New York City ((Govt. 15) 


eeerererr er ereerrnrerteretttrtrtr erttrrrertrrerertretrrrtttirre Tttttter titi rr iy 


NSBR DCW ETI TUE a UROL. | LOG ) icine ace tteeisssostenscarnsed sarees medinoripnstinemenenele abepiecensnsatbo pee 

High Speed Stenography—Gregg or Pitman (Steno. 407 Or 417) -seccscssccsnenesnsscseneeneeersen rm es 

(See also Secretarial Studies, p. 21, and Office Supervision and Administration, p. 19.) 
**Subject to approval by the Board of Higher Education. 


C. PUBLIC ADMINISTRATIVE MANAGEMENT—at least 27 credits from 
the following: 


Courses prescribed for all public Administration students......cscssssesssercemssesussssssssnsssnuesssee 12 credits 
Constitutional Law: Personal and Property Rights (Govt. 13) -erccscsssesscsusssssemsesssnsssssssee sf 
Publics Personnel “Administrations (Gov.te) 19) ee ee eae ang Saree 
Adcoimistrative Law .and “Regulation (Govt, 22 ') cs:ccicssoscosdcsesosocerteinsageetecegiertetsserseteeernstantes Bi neon! 
The United States: History of a Democratic Civilization (Hist, 36) ou.cssssossssssssnses Rae 
Problems in General Business Management (Bus. Adm, 202) -.eescesssssnssunesneesemeneennene Split 
Miuerianina lA CCOU NIMs) CA CCEY ict!) iia Meee eaten actee aeackcq ee lataat saa neers rocstecs tee tcatstemaeeesoseeesat ge 2 Sa 
iiewamericany Legal, Systeny 6 (Law) 100) via rantsenareseptccateceaccbation ere Zhi 
PCO MAM TE OLIN CEU Oy) LE yi cate a re Ne acy thant wgekcsead cots olecetistesperecmprupen teen apsbeory a aa aed 
Government and Administration of New York City (Govt. 15) ccsssessseseesseseemeenssse Bevis 
eovermmentyand iDusitess! (GrOvts Pl jee munis ce Rees ieacsse lees crseld rc cscaaystotatonreelesennsceotbevereeteoete eet | 
Public sAdministration «Research (Govt) 310-31 Ty) ice cectsccteececteceassseccesttsctneenoboraseecs eqsevecnsessereowe 4 


- 


Ree URTIC HOUSING—at least 27 credits from’ the’ following: 


Courses prescribed for all Public Administration students .......ccsussussnsesmsnntneenssene 12 credits 
Essentials of Real Estate (Bus. Adm. 190) 2 


Administration of Public Housing (Bus. Adi. (197) csscceotccsscsssscssseneensensvennanncctmvmisienumen 2 4 
Problems in Management: of Public Housing (Bus. Adm. 297) cccccscsccsuseenssussenesnseeses 2h 
BR OCIOLO SY “CSOCE 5 LP ed erik ON et pi fa latin Aesth marti teach tin hrpindebanaraetskenerbe ints ae Te 
Government and Administration of New York City (Govt. 15) ccc Bae 
Public) Personnel | Administration (CGOvts 19) act tbacetscstsccssnsesssatsescsstesacenescosesiesesiotieserestertectestlegpanes tae. 


ify Planniog (ECO. ) 295.8.) ice teices adda ciecnolnendsasnbete Coop Uy eae as NEw ok a ee SONY 
(See also Real Estate, p. 20.) ' 
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E. PUBLIC PERSONNEL ADMINISTRATION—at least 27 credits from the 


following: 
Courses prescribed for all Public Administration student. ....cccccccccssssscsscssusessssssnessunsesnseesee 12 credits 
Public: :Personnel) Administration (Govt) 19)20.2 0 eee a We 
Vocational... Psychology (Psych. (80) 22 csnccs ee eee 4 aah 
Classification in Public Personnel Administration (Govt. 222) cccccssssssssussssussssssseuseesueen 2) ve 


Personnel “Administration, (Bus. “Admi.7 105)).2).ccscut acces nee ee 2. ek 

Labormbrroblemssncrconee 4 ) nonce c eee 

Tadustrial: "Relations (Bus. Adis. 106) wooo eccicspsecctemcstsnntsctteacnreetsty ene 

Public Administration Research (Govt. 310-311) cteccccscssscsssscsssssssescssssssaunssesesnsese Cee AN Po 
(See also Personnel Management, p. 20.) 


F. STATISTICS FOR PUBLIC ADMINISTRATION—at least 27 credits 
from the following: 


Courses prescribed for all Public Administration student.....ccccccccccssssssscsssssseemnsseseeseneeiaseeen 12 credits 
Statistical Methods in Public Administration (Ecom. 213) cccceccsssssssssssssnensssusesestnesnen 3 
Graphic Statistics’ (Bus. Adm. 151) .0.0200.020 ee ee 25 eee 
Economicy Statistics. (hen. 1214). ek ee 
Of reat FPR PN Se en 3 ie 

Problems in Economic and Social. Statistics (Econ. 216) 
Public Administration Research (Govt. 310-311) ccccaessncessssssasstasenteeictentmeeuaentette ASS 
Advanced Statistical Methods for Business Management and Administration 

(Bus eA di 1542955) eee ees sanbusieicgteeiie os jeint otnpes cebu hea ee Glo 
Mechanized Control Systems in Business (Bus. Adm. 159) ccccccscsscossecssssssosesnsesseenessnennsee Dae 
Economic Problems—-Domestic (Eom, 30) osscccceeccttnsscctaufecmtynsssnetsnnteraieeestenaeeaae Seba 
Economic. Problerns—International (Econ. 31.) scccssscssscursshuetnnaelcenn ee 3 eas 
Economic) Cycles (Econ.) 208) ..20 a pa Te 
Government and Business (Govt. 121) iiesciadnaaiaciuaneseuehenn sei epee a 


(See also Statistics, p. 21.) 


IV—THE TEACHING OF COMMERCIAL SUBJECTS* 


The groups given below are open only to those who show promise of becoming 
successful teachers. Admission into and continuation in these groups is con- 
tinguent on the student’s meeting standards set up by the Faculty as well as 
upon his meeting standards set up by the Committee on Student Personnel of the 
Department of Education. 


Education Courses Prescribed for all Students Specializing in Commercial 
Teaching: 


recommended 
semester 
History of Culture and Education (Educ. 11) iccecccccesscssssssesseseene (U.So: of Litre By oS 
Educational )Psychology')(Bducs 15) 0 eet eee (U3So: of Licey ae 3 ie 
Principles off, Education) (Educ: 021 )inssee eee eee (LiJr. or Ulta) aes Bs re 
Secondary »SchooliTeachinge (Educar61) en. cee c ne ere ee (4 O55) f 25) ee 2 . 
The Teaching of a Secondary School Subject (Educ. 62). cecccosscssusenee (L6SL.) cscs 2 
Observation and Practice Teaching in Secondary Schools ‘; 
(Educ./162) si(norcrediti toward’ B. BAS) oe ee (U.St.) 22 ne 
Totalicscceene et Ot a he aoe a Aca en rr 140 


Education 61, 62, and 162 are open only to students whose applications have 
been approved by the Committee on Student Personnel of the Education Depart- 
ment. Candidates for these courses must pass the qualifying examinations in 
written and spoken English and must meet the standards in such respects as 
scholarship, personality traits, and health. The written English qualifying test 
is held the third Saturday evening in October and the first Saturday evening 
in March. Oral examinations are given by appointment. Students are urged to 
take both qualifying tests as early in their college course as possible. 


Students who plan to elect any of the courses mentioned in the preceding 
paragraph must file a special application blank with the Committee on Student 
Personnel of the Education Department by March 1 or October 1 for permission 
to take the course during the fall or the spring semester, respectively. For fur- 


* The relation between degree requirements and teacher certification is explained on pages 
25 andie2os 


SPECIALIZATION GROUPS 


25 


ther information concerning these applications and the conditions governing the 
admission to these courses students are invited to come to the office of the Com- 


mittee on Personnel, room 1109, 23rd Street Building. 


Candidates must select one of the following specialization groups: 


A. ACCOUNTING AND BUSINESS PRACTICE 


recommended 
i ; semester 
Education: courses prescribed for all students.) cto cccgesssansuccsccoceceresntialioninsclemenemes 
Oiicevand ) secretarial, Practice’ (Accty. 153) fh conrad ius (Witch) aes 
Advanced Accounting—Corporation (Accty. 201) .ecsmmumsanmnsisninnassns (Lijrs) eee 
Advanced Accounting—Corporation (Accty. 202) nsmvmmmsnemmnenmumenmeeee (Uisc: o = 
Principles ‘of ‘Cost Accounting (Acctys '210) oan stems eryamemcrece (alt )eees 
PmoimesLotAuditing (Accty.(220)in ee es ee ee (E.Sts) es 
Methods of Teaching Office Practice and Office Machines 
OUEST EEN 8 ih TGA ORL te ee Soe eet catia Posie ELON PS ee 2 SUN lle eo (US) 
The Law of Business Organization (Law 102) cccccsscseswnsissssoussssuescenssunve (Lajranes 
The Law of Negotiable Instruments (Law 103) -ccccccsssom 
Of OE Cd SO Bah ee ees Sie eee (L288; ) te 
The Law of Mercantile Transactions (Law 104) cco 
Piriamerre Analysis. (Math 62 t6 cl elo ee en a ee Cj rayieeee 
Ob ee at ee ee dee eee LL OU ee 
B. MERCHANDISING AND SALESMANSHIP 
; recommended 
semester 
Pau auon courses prescribed, for. all students, feo ceccetctstieceeneicteues decent phomnineeh 
Introduction to Industrial, Design: (ALE LOE ) fcc ccc ccscseenstecssncsensomtepeneon (Gia Fea) eee 
Essentials; of Advertising (Bus. Adm. 120) 02. CEStS) eee 
asenvigis or) Marketing )(BosiwAdm:. 110) 0.5cu.0nk (Lacs) ees 
Dee ASSH OL Materigig (Clem 28 USD) ccc cect cccnticotuecseaisittcarecealsbismieaccedncio (ESrx) ee 
Prements Ol REtaiOm Criss ACI, | LB0) on cccccceemestectseeiarcidarrirtancnornoen (Wel rayeaas 
BOR eAL wit VORITASINIT) CESS A LET) 9 139.) is nc scscestestecserpres olvmtsitceeesdhoeensncanerseenr snes CESth ees 
Essentials of Retail Merchandising (Bus. Adm. 135) w.cccssssssssmsseeusenseee (USryo3 
PAUISHCSS MEE OSI ISIW (Ete CURT yh eet nee ee lecscesceti etc sanncdesseectocmasebeutsesctcsansneoe (UiTr>) eee 
The Law of Business Organization (Law 102) ..cecimcssssnsnemusnssensnemenest (Lie) es 
GecHaibericy TA NAIW SIS Oe A BEN 1O) oo ie eT Scewahwmsaic (Er) ae 
Materials of Merchandising —Textile Materials (Bus. Adm. 131).........(U.Jr.) 
Materials of Merchandising—Non-Textile Materials 
Oe SU EC Be "Sc SE te le IE RL ALN CUSe ieee 
SCIP. 2.5 NARS le Re MeN gen be MoD Obs Me Menten 
C. STENOGRAPHY AND TYPEWRITING 
recommended 
semester 
Bcucation courses, prescribed: Lor all  sture mts. cscienssscscacedldscnscocieseesionstaonyetiec ter tstee boorstebteerntectoe 
yecem ana: secretarial \Peactica  (Accty. 9153) scree og atone (UJ eee 
eee se Mt LISIN (Eel yk OG) ee ac tee ee ee ee cecatenicnmners (Uijet) es 
Problems in Office Management (Bus. Adm. 201) eccecssssssssssssssssssunssssennessee (Wife 22: 
Problems in General Business Management (Bus. Adm, 202) ~..c-cccssoeon (TS) ae 
The Law of Business Organization (Law 102))............... are aa ela 4 Sates di (CELSO. 
PemtEIPeIC ANSI YSiS; (Math gO 26 ) acho ae Be cata t (TASrapee 
intermediate stenography, (Steno. 403) eee eek eae rere eet eatece (U-Jr) 
Intermediate: Typewriting (Stermo. 404) icc-cccsscccsscscscscngssedtzssssescusesecsssqren soscossesecaceetesat (Ware ee: 
mavancedmatenopraphy (Steno, 14051) ee tet an ee teens aetna (ISSrayaees 
mavancea Lypewriting (Steno: 406) cen nc ccctseecermemeesn (L.Sr2) Gao: 
Pphuopeed: Stenography: (Steno: | 407) 2.23200. (USE )E ee 
B Woy Wig hte Rath SEE MAN ace BL hal et kak Malle one pp AR EDR 


3 

de a 
3 ‘ 
2 ac 
2 ace 
1 ac 
3 ae 
2 ae 
0 ae 


1 ae 


3 ae 
34 credits 


Teachers of commercial subjects in the New York City High Schools must 
hold a license in (1) Accounting and Business Practice, or (2) Merchandising 


and Salesmanship, or (3) Stenography and Typewriting. 


The completion of the appropriate specialization group meets all professional 
and subject matter requirements for the substitute license as well as for the 
teacher-in-training license in the appropriate field and all professional and sub- 
ject matter course requirements for the regular license except for the 15 semester 


hours of post-graduate work required. 


New York State offers State licenses in: (1) Accounting, (2) Merchandising 
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and Salesmanship, (3) Stenography and Typewriting, and (4) General Com- 
mercial. 

The completion of the appropriate specialization group meets all professional 
and subject matter requirements for the first three of the licenses listed above. 
The greatest demand for commercial teachers outside of the very largest cities is 
for teachers holding the General Commercial License. 


Students who complete the teacher-training specialization group in stenography 
and typewriting meet the present requirements for the New York State General 
commercial license except for two credits in accountancy (unless they have had 
a year of high school bookkeeping). Students who complete the teacher-training 
specialization group in accounting and business practice may qualify for this 
license by taking two semester hours of typewriting and six semester hours of 
shorthand beyond the elementary course in each. Students who complete the 
teacher-training specialization group in merchandising and salesmanship may 
qualify for this license by taking two semester hours of typewriting, six semester 
hours of shorthand (beyond the elementary course in each), Accountancy 153, 
and two other credits in accountancy (unless they have had a year of high school 
bookkeeping). 


It should be noted that in the State of New York outside of New York City 
few schools teach the Pitman shorthand system. Virtually all schools outside of 
New York City that offer shorthand teach only the Gregg system. 


The student is urged to become acquainted with the requirements and standards 
set by the Board of Education of New York City for the various licenses in 
the commercial subjects. With regard to pupil teacher and teacher-in-training 
licenses attention is directed to the ruling of the Board of Examiners limiting 
these licenses to persons between the ages of 18 and 30. 


D, OPTIONAL ELECTIVE COURSES 


The total credits for a baccalaureate degree shall be one hundred and twenty- 
eight, and the credits beyond those accounted for in the preceding groups needed 
to make up this amount may be acquired by the completion of courses to be freely . 
elected from the entire list offered in the College. 


OUTSIDE BUSINESS EXPERIENCE 


Candidates for the degree of Bachelor of Business Administration may earn 
not more than eight credits toward the degree by actual business experience. The 
Faculty Committee on Evaluation of Business Experience will pass on the 
nature and scope of the work for which credit is to be awarded. In general, it 
should be concurrent with registration in the college and must have required 
initiative and judgment; it should also be related to the student’s chosen field 
of specialization. Credit will not be given for mere routine service in a com- 
mercial house. A student expecting to offer business experience for credit toward 
the degree of Bachelor of Business Administration shall file with the Committee 
on Evaluation of Business Experience a complete record, with supporting evi- 
dence, not later than January 15th in the fall term or May 15th in the spring term. 


PRE-PROFESSIONAL COURSES 


The curriculum of the School of Business and Civic Administration leading to 
the degree of Bachelor of Business Administration is accepted by the University 
of the State of New York as complying with the requirements for the baccalaure- 
ate degree. This curriculum is organized in the same general way as the Liberal 
Arts course of study into a prescribed and elective portion. The work taken 
during the freshman and sophomore years parallels closely that taken by a 
Liberal Arts student, except that the Business candidate includes one year of 
Accountancy and additional work in Economics. Only during the junior and 
senior years does the B.B.A. candidate specialize in some phase of business, and 
even during these two years the student is afforded the opportunity to take elec- 
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tives in Liberal Arts subjects. In view of the broad cultural base required of its 
students and the opportunity afforded them for liberal elective subjects, the 
work of the School of Business is accepted on a par with the curriculum of 
Liberal Arts as a preliminary to the study of Law. 


The minimum requirement for admission to a law school is two years of 
college work, based upon an approved high school course. The State Department 
of Education suggests the following group of courses to meet the pre-law re- 
quirement: two years of college English, including composition and literature; 
3 to 4 hours of public speaking; a year’s course, totaling 6 to 8 hours, of Ameri- 
can government and political science; an additional year of social science other 
than history, economics or government (such as philosophy, psychology, sociol- 
ogy) ; and one year of either natural sciences, foreign language, or mathematics. 
In addition to this core requirement, which should total from 40 to 48 hours of 
college work, the student should complete whatever additional work is required 
to bring his total of semester hours to 64. These additional semester hours may 
be taken in elective courses to be chosen from among the following: history and 
social sciences; introductory law; introductory accounting; introductory business 
courses. 


It should be noted that the requirements set forth above are in all cases 
minima; many professional schools now require more than the minimum. Stu- 
dents should consult with the professional schools directly for further infor- 
mation. 


SCHOLASTIC STANDING 


The application of the following regulations to individual cases is entrusted 
in the first instance to the Assistant Registrar, power of review being vested in 
the Faculty Committee on Course and Standing, of which the Assistant Registrar 
is Secretary. 


RATINGS FOR ACADEMIC WORK 


The result of a student’s work in every course, whether prescribed or elective, 
is expressed by a single final grade indicated by one of the five letters, A, B, 
C, D, or F, corresponding, respectively, to percentages in the nineties, eighties, 
seventies, sixties, and those below sixty. A signifies exceptional excellence; B 
very good work; C fairly good work of the ordinary type; D merely a passing 
mark; F a failure. In the case of students concerning whose failure there is 
some doubt which may be resolved by a second examination, the grade E may be 
assigned, indicating a conditional grade, to be removed by examination. 


A student receiving the grade F in a prescribed course shall repeat that 
course. 


A student who receives the grade E in any course is conditioned in that 
course but is not thereby precluded from continuing his work in the depart- 
ment. However, in case a student is dropped from the rolls of the college 
for poor scholarship, all of his conditions for that particular term are regarded 
as failures. 


A condition may be removed by satisfactory work or by re-examination, as 
follows: 


(a) If the course in which the condition is incurred be announced as prere- 
quisite to a subsequent course in the same department, the student shall be 
allowed to pursue the subsequent course; and, if his work in the latter be satis- 
factory, the department may, at the time set for the re-examination, assign him 
the grade D in the prerequisite course, without requiring him to pass the 
re-examination. 


(b) Otherwise a student may remove his condition or conditions at the re- 
examinations. Conditions so removed shall receive a grade of D 
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(c) A student who fails to pass the re-examination set for the removal of a 
particular condition shall have no further opportunity to remove it and shall re- 
ceive the grade of F for the course. 


Examinations for the removal of conditions must be taken before the end of 
the succeeding semester on dates fixed by the Registrar. 


A student who is absent from the final examination (whether oral or written) 
in any course, receives the grade F for the course. A special examination in such 
case may be granted only by the Faculty Committee on Course and Standing, 
and will be granted by that committee only upon the submission of written evi- 
dence showing that the student was physically unable to be present at the stated 
examination. 


SCHOLARSHIP REQUIREMENTS 


A student whose record at the close of the term is exceedingly poor, whether 
because of his failure to pass 60% of his credits, or because of three successive 
failures in one course, or because of failure to meet probationary terms imposed, 
may without preliminary warning be dismissed from the School. 


A student may be dropped from the rolls of the college if he acquires more 
than twelve points below a C average in his freshman year, or more than six 
points below a C average in his sophomore year, or fails to maintain a C 
average in the junior year. In addition, any senior whose cumulative record is 
below C may, at the discretion of the Committee on Course and Standing, be re- 
quired to meet any scholastic achievement stipulated by the Committee. How- 
ever, no student will be required to raise his standing above a C average for his 
entire cumulative record. 


A student’s relation to a C average is to be determined by the following rating 
scale: Each credit of A = 2 points plus, of B = 1 point plus, C = 0, each 
credit of D = 1 point minus, of F = 2 points minus. An unresolved E is to be 
counted as an F. 


A student whose record at the close of the first half of a term in any course 
or courses is exceedingly poor, may without preliminary warning be dropped 
from the roll in such course or courses. : 


Credit given in English and in Public Speaking is subject to the following 
regulation: 


Any department of the College which finds a student deficient in written 
or spoken English is required to report that fact to the Department of 
English Language and Literature or to the Department of Public Speaking, 
as the case may require, and the student so reported shall be required to 
submit to such tests and to pursue such subjects or courses of study as shall 
satisfy the department which shall have reported the deficiency that the same 
has been removed. Failure to attend and to fulfill the regular assignments 
for removing the deficiency may result in dismissal from the college. 


A student who receives a grade of “incomplete” in Hygiene because of a 
swimming deficiency will be allowed one semester in which to remove the de- 
ficiency, and if at the end of the semester it is not removed, the student will be 
refused further registration until he has complied with the requirement in 
swimming. 


STUDENT PROGRAM LOAD 
(a) DAY SESSION 
The normal number of credits per term in the Day Session is 16. Permission 


to take more than 16 credits, but less than 17% is granted only to students 
whose records are C+ or higher. 
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No student in the School is permitted to take more than 17% credits during 
any term unless he has had during the preceding term an average grade of B 
and has not fallen below C in any subject; and such a student is not allowed to 
take more than 17% credits except by permission of the Committee on Course 
and Standing. 


Students whose average grade for any term is distinctly below C, but not so 
low as to justify dismissal, are permitted to register during the succeeding term 
for a schedule of not more than 12% credits. 


Entering freshmen are required to attend a weekly assembly, lasting one 
hour. The purpose of these assemblies is to familiarize the new students with the 
traditions and activities of the School and, also to give them the benefit of faculty 
guidance during their first, and in some respects most difficult, year. 


(b) EVENING SESSION 


The maximum program load that may be carried by a first term undergraduate 
student in the Evening Session is six credits. In subsequent terms the maximum 
number of credits allowed is nine. 


Students whose average for any term is distinctly below C, but not so low 
as'to justify dismissal, are limited to reduced schedules for the succeeding term. 


Entering freshmen may be required to attend assemblies not exceeding one 
per week for one term for purposes similar to those described above for the day 
session students. 


(c) COMBINED PROGRAMS 


A day session student is permitted to carry part of his work in the Evening 
Session provided the total number of credits does not exceed the number allowed 
in the Day Session (see page 28). Such a student will not be permitted to enroll 
for his evening courses until the Evening Session students have been provided 
for in such courses. 


A matriculated evening session student is permitted to carry a maximum of 
12 credits divided between the Day and Evening Sessions, provided he secures 
permission therefor from the Evening Session office prior to registration. Such 
a permit will not be honored in the Day Session office until all Day Session 
students have been provided for. 


(d) TRANSFERS 


A day session student may be transferred to the Evening Session at the be- 
ginning of the semester provided he obtains permission therefor prior to the 
registration period. 


A matriculated evening session student is eligible to transfer to the Day 
Session provided he makes application at the time designated therefor. 
(e) RE-ENTERING STUDENTS 


’ A student who has not been in continuous residence and who returns to Col- 
lege after an interval of absence of one term or more, may be required to meet 
all curriculum requirements in effect at the time of his return, subject to the 
action of the Committee on Course and Standing. 


CLASS ENROLLMENT 


In the Day Session, each student is regarded as enrolled in one of eight classes, 
according to the number of credits he has earned, as follows: 
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For) Upper Presbrmany josaenccenmiemstcmersincinsntnmetettinucsetin iinet etre 12 credits 
Lower Sophomore acc rane oeerels ol ore ap ae 28 
SEU Dp per |) SODHOII Oe ee eae ec ak enlace eaestaseneenrs lta Aare een 43 \ucat 
St Lower | Jrnide Veer gia kA eps teec ti a see oee 3 OLED ae 
Upper.) Junior ner oh ee ee FENCE 
Nye MeO WERS | SOTMOR iene yet eae ttistec belbicsecrtsellnadzerpsteheganti bhatt alse chat akteetas asta ee 98 as 
4) Wpper Senior rar ee no isl al eletere et eee i eest edo nase ace TIT or 


No student, however, shall be enrolled as a sophomore until he has removed 
all entrance conditions, and any student who is at any time carrying a sufficient 
number of credits to complete the total required for graduation shall be regis- 
tered as an upper senior. 


HONORS 


SECOND YEAR Honors. At the close of the second year there shall be three 
grades of honors: 


Highest second year honors shall be given for the grade A in prescribed courses 
counting at least 50 credits, with the remaining grades B 


High second year honors shall be given for the grade A in prescribed courses 
counting at least 30 credits, with the remaining grades B 


Honors shall be given for the grades A and B in prescribed courses counting 
at least 55 credits. 


GRADUATION Honors. At graduation three grades of honors shall be granted 
as follows to students receiving baccalaureate degrees: 


A degree summa cum laude to students who have received the grade A in 
85 per cent of their credits, with no grade below C-. 


A degree magna cum laude to students who have received the grade A in 
60 per cent of their credits, with no grade below D. 


A degree cum laude to students who have received an average grade of B in 
all their courses. 


HONOR SOCIETIES 


Beta GAMMA SicMa is the officially designated national honorary fraternity of 
the American Association of Collegiate Schools of Business. Epsilon of New 
York, the chapter of the School of Business and Civic Administration of The 
City College, was installed in the national fraternity 1 in 1935. The local organiza- 
tion operates as a chapter of a national society with over ten thousand members 
in forty-nine chapters. Election to membership is recognized as the highest 
academic honor conferred on students of business in American colleges and 
universities. Superior scholarship, integrity of character, and promise of pro- 
fessional development are requisite factors for election. 


StcMA ALPHA, undergraduate honorary society, accepts into membership such 
persons in the junior class of the Day Session as have distinguished themselves 
by high scholastic attainment and participation in extra-curricular activities. This 
organization is a medium for the expression and execution of constructive pro- 
posals for the benefit of the student body and the School. 


TorcH AND Scroiy is the honorary scholastic society of the Evening Session. 
The minimum requirements include the completion of at least 65 credits with a 
general average of 85%. 


THE DEGREE OF 
MASTER OF BUSINESS ADMINISTRATION 
ADMISSION 


Candidates for the degree of Master of Business Administration must hold 
the degree of B.B.A., A.B., B.S., B.S. in S.S., or other equivalent baccalaureate 
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degree from a college of approved standing. A candidate who holds a bacca- 
laureate degree in a field other than business administration, shall in addition be 
required to pursue a preliminary course of study which shall contain the basic 
courses or their equivalent, for the B.B.A. degree. These basic courses are the 
following: 


Brinciples Of Accounting——Accty.” 101-102) ol nec ecccosreancetisrmtererpnsconnnseieel emptad ere 6 credits 
Principles of Ecomomics—Ecom, 1 cscs ie ao I 
BR IC IDLOa OM OCR LIStIC Se ECON YT 5") cc souseran cies oie orale etal Nias cl metic el teddpta ks Slee 
PeRNOIG SOON, FINAN CE—-ECON. 20 pie cen coer ene race eee ere dt eae Ee UY hcp 
Principles of Business Organization—Bus. Adm. 103 ..ccsicssssssnssssceuesesienaeustuenstaneneninesnteee ext hy 
Pepe y Law! of Business ‘Contracts—Law 10 TA ate Sui 
Peatoemeticerof Finance—Math.) 152,00) fs One Ne ee eRe Ah 


A candidate who has taken, in his undergraduate work, any of these courses 
(or the equivalent) shall not be required to repeat such courses. In addition, the 
M.B.A. Committee may make such changes in the list of basic courses as it 
deems appropriate to: A. the candidate’s specialization group, B. his general 
educational background, or C. his experience in business or public administration. 


COURSE OF STUDY 


In addition to meeting these preliminary requirements, the candidate must com- 
plete, in residence at this School, at least 32 credits of graduate studies under a 
program submitted by the student and approved by the Faculty M.B.A. Com- 
mittee. Four of these credits may be granted for the Master’s thesis. 


No choice of program is valid until approved by the Faculty M.B.A. Com- 
mittee. The entire program submitted must be directed toward a definite objec- 
tive in the field of business. In general, a candidate will specialize in one of the 
three following fields, or their sub-divisions: 


Accountancy 
Business Administration 
Civic Administration 


The specialization groups approved by the Faculty Committee on Specialization 
as part of the course of study leading to the B.B.A. (pages 15-26) may contain 
helpful suggestions to the M.B.A. candidate in constructing a proposed program 
of study. Courses in Education may not be included in the program of studies 
for the M.B.A. degree. 


A candidate for the M.B.A. degree must prepare a thesis under faculty guidance 
upon a topic approved by the M.B.A. Committee, and in a form prescribed by 
the Committee. 


A “C” average must be maintained in all subjects passed and included in the 
32 credit specialization group. In addition the M.B.A. Committee may fix addi- 
tional scholarship requirements for any course. 


A graduate student must pay an instructional fee of $5.00 a credit. (See 
page 6 regarding non-instructional fees.) 

Applications for M.B.A. courses must be filed with the Registrar’s office, 
17 Lexington Avenue, Room 2, on or before November 15th and March 15th. 


SPECIAL NOTICE REGARDING C.P.A. CANDIDATES 


The State Education Department at Albany has registered the four-year course 
of study leading to the degree of B.B.A., accounting specialization. The Depart- 
ment has decided that a graduate of this course will be entitled to two years of 
experience credit toward admission to the C.P.A. licensing examination provided 
that he complete during his course at least 24 semester hours in accountancy, 8. 
semester hours each in finance and law and 6 semester hours in economics. 
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The School of Business and Civic Administration requires the credits in 


Finance to be earned in the following courses (total 8 credits): 
Bconomiics | 20— Prime ples Op PIG 66s, ccesnse niente ich tees reser ear ee 3 credits 


Mathematics 152—Mathematics of Finan e.cccmcocse 3 
Accountancy 260—Analysis of Financial Statement......... Biers 
PT Oba Mees ol ee . 8 credits 


The elective courses Accountancy 262 and 263 are also credited by the State 
Education Department as finance courses and not as accounting courses. 


The School of Business and Civic Administration requires the credits in Law 
to be earned in the following courses (total 8 credits) : 


Law 101-—Law of Business! Contras sen site teen see ere 3 credits 
Law 102—-Law of ‘Business Or gami2aii oft skeen cece inegannrgeetoneeri eee sft chee 
Law 103—Law of Negotiable Instruments and Documents... cecum a 
OL AN Bi Se Coie” PT RRO» PN i Oe eae eeeronccreeeare tae 3 ho 
Law 104—Law of Mercantile TramSactio 995 .ccocsssssssnsssnsssmernssnseesneressmesensssesaese 
LORRY ses ccsincst sser roses cecntcanpesioser ioscan eng rece iS esi . 8 credits 
DIPLOMAS 


Candidates for diplomas are permitted to take courses in the Evening Session 
only. 


For the courses leading to Diplomas a student may become a candidate 
either by meeting the admission requirements for the curriculum leading to the 
degree of Bachelor of Business Administration, or by presenting evidence of 
graduation from a four-year course of study in a commercial high school. 


Candidates for diplomas are required to pay instructional fees for all courses, 
amounting to $5.00 a credit. 


For a number of years the College has granted in the Evening Session a 
Diploma in Accountancy to qualified students who complete not less than 1,000 
hours in this subject. Similarly, diplomas are offered in the fields of Advertis- 
ing, Management, Finance, International Business, Investments, Marketing and 
Real Estate. For information concerning the courses of study in these fields 
inquiry may be made at the Evening Session Office of the School of Business. 


Following are the courses required for the Diploma in Accountancy: 
Basic Courses. 


Accountancy 101-102—Principles of Accounting 
Economics l-—Principles) Of vy ECOmOmICcS nce eee nena ee ne ee 
Economics 2—American Economic Development 
Economics 20—Principles of Finance 
English 1-2—Composition ..csccccccossseen 
La wie lOis 11 03,1 O46 a hie cer renee nla 
Mathematics 152—Mathematics of Finance.......... 
Public Speaking 1—Vocal Expression .....csssessnn 
Public Speaking 3—Fundamentals of Speech 
Public ‘Speaking -4—Extemporancous..Spéaking) 220 eee 


Group Specialization. 


Accountancy 201-202—Advanced Accounting, Corporation ACCOUNtING......cccccuom 128 hours 
Accountancy 210—Principles of Cost ACCOUMtING.....ccscsussssssssesnnesssssssssisstssmessussesinesenmernnst 32: es 
Accountancy 211—Advanced Cost Accounting 32 a oe 
Accountancy 220—Principles of Auditing.............. 32 Macs 


Accountancy 221—-A dvamced' Ava ther 079 ecco eeecmste teed eetrpeesr nein noel corer eee 32 
Accountancy 230—Accounting Systems, or 
Accountancy 245—Municipal Accounting, or 


Accountancy, 250—Estate “Accounting | 00 (ee ee eee $2% 
Accountancy 260—Analysis of Financial Statements........ccccso: 32 eg 
Accountancy 271-272—Advanced Accounting Problems 64 * 
Law? 102—The. Law of Business ‘Organization iiicscincicccutduntenuenessudnsdlad tees I 


432 hours 
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NON-MATRICULATED STUDENTS 


Persons who are not candidates for a degree may be enrolled in the College 
as non-matriculated students and admitted to particular courses which they 
desire, under certain limitations of the privilege. 


In the Day Session of the College such students must be at least twenty-one 
years of age, and must give satisfactory evidence to the heads of the depart- 
ments in which they wish to study that they are fully equipped to pursue the 
work of the courses chosen. Furthermore, such students are not permitted to 
register until after the regularly matriculated students have been accommodated. 


Pegg culated students are charged tuition fees at the rate of $5.00 per 
credit. 


Non-matriculated Students in the Evening Session. Any mature resident 
of the City of New York, of either sex, who can profit by the work, may be 
admitted to particular courses in the Evening Session as a non-matriculated stu- 
dent, upon the payment of the required fees, and may receive certificates of work 
in particular courses. Non-residents may be admitted under certain conditions. 


THE NUMBERING SCHEME FOR COURSES 


Courses numbered from 1 to 99 are courses offered by the College of Liberal 
Arts and Science. Those numbered 100 or higher are offered by the Schools of 
Technology, Business and Civic Administration, and Education. The following 
courses numbered over 100 offered by the School of Business and Civic Adminis- 
Bee may be credited toward degrees in the College of Liberal Arts and 

cience: 


Students pursuing courses leading to degrees in arts, science or social science 
may elect the following courses offered at the School of Business: Accountancy 
101, 102, 201, 202, 210, 220; Business Administration 103, 140, 180, 240; Eco- 
nomics 105, 208, 214, 215, 220, 225; Government 121; Law 100, 101, 102, 103, 
104. 


More detailed information regarding courses numbered from 1 to 99 is obtain- 
able in the bulletin of the College of Liberal Arts and’ Science. 


DEPARTMENTS OF INSTRUCTION 


The hours at which the following courses are given are to be found in the 
schedules issued each semester by the Registrar’s Office (for the Day Session) 
and by the Office of the Evening Session. 


ACCOUNTANCY 


Proressor Harry L. KUNTZLEMAN, Chairman 


The fundamental courses im accountancy are designed not only as a basis for 
the advanced courses, but also for those students who do not intend to specialize 
in this field. The objectives of these courses are to present business problems of 
universal interest, to study the principles of accounting and especially the ac- 
counting records necessary to the solution of these problems. 


In the advanced courses in accountancy the details of various systems of 
accounts are developed and the procedures of audits and the responsibilities 
of auditors are covered. The objectives of these courses are to prepare the 
student to occupy the position of accountant or of auditor, and also to give 
the student a thorough knowledge of the accounting aspects of business admin- 
istration. 


101-102. Principles of Accounting. Opening, maintaining and closing 
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books; preparation of simple financial statements of a single proprietor, 
partnership, and corporation. 


Co-requisite: Economics 1. Two terms, four hours a week; 3 credits each term. 
Credit is not allowed for course 101 alone. 


153. Office and Secretarial Practice. A study of the organization and ad- 
ministration of the work in offices, the care of records, office machines and 
equipment, office communication, filing, telephoning, proofreading and mail- 
ing, office standards and the measurement of office work. This course is 
basic for qualified candidates training for teaching commercial subjects but 
is not accepted by the State Board of C.P.A. Examiners as part of the re- 
quired 24 credits in accounting. 


Prerequisites: Accountancy 102; also Stenography 402, or an acceptable knowledge of type- 
writing. Six hours a week; 3 credits. 


*154. Office Machines and Filing. A laboratory practice course offering 
specialized training in the use of dictating equipment, methods of duplica- 
tion, applied filing practice. 

Prerequisite: Accountancy 153. Four hours a week; 2 credits. 


*155. Executive Secretarial Training. Designed to afford secretarial stu- 
dents a broader knowledge and training in the duties customarily performed 
by the private secretary: managing of appointments and office callers, busi- 
ness reference books, preparation of reports, duties in connection with 
corporate meetings, accounting records, correspondence, telephoning and 
telegraphing. 


Prerequisite: Accountancy 153. Two hours a week; 2 credits. 


201-202. Advanced Accounting. Corporation Accounting. Discussion of 
nature and use of accounts and statements peculiar to a corporation. Financ- 
ing a Corporation. Valuation of bonds and investments. Agencies and 
branches. Consolidated balance sheets and profit and loss statements. 


Prerequisites: Economics 1, Accountancy 102. Co-requisite for Accountancy 201: Mathematics 
152. Two terms, four hours a week; 3 credits each term. 


210. Principles of Cost Accounting. Principles of cost accounting appli- 
cable to the Job Order type of industry. Ledgers, journals, and statements 
for a manufacturing concern. Material, labor and manufacturing expense 
control and accounting. A. job order cost set is worked out. 

Prerequisites: Accountancy 101-102. Two hours a week; 2 credits. 


211. Advanced Principles of Cost Accounting. Principles and practices 
applied to Process Costs, Standard Costs, Estimated Costs, Distribution Costs, 
Uniform Cost Accounting, Non-manufacturing Costs, Cost Reports. Process 
Cost and Standard Cost sets are worked out. 

Prerequisite: Accountancy 210. Two hours a week; 2 credits. 


212. Advanced Cost Accounting Systems. Systems and cost accounting 
principles peculiar to certain selected industries. Use of cost accounting as a 
basis for fixing prices and governmental regulations. 

Prerequisite: Accountancy 211. Two hours a week; 2 credits. 


220. Principles of Auditing. Instruction in customs and ethics of the ac- 
counting profession, #ie working methods of the auditor and the form and 
content of auditors’ reports. A detailed study will be made of the procedure 
necessary in a balance sheet audit. 

Prerequisite: Accountancy 202. Two hours a week; 2 credits. 


221. Advanced Auditing. Application of general principles of auditing to 
specific cases. Practice on auditing and relevant C.P.A. examination ques- 
tions. 

Prerequisite: Accountancy 220. Two hours a week; 2 credits. 


* Subject to the approval of the Board of Higher Education. 
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222. Auditing Practice (Laboratory). Sets of books which have been used 
by firms in actual business will constitute the working material. After in- 
vestigating these sets of books students will be required to render auditing 


reports, bankruptcy statements, and various financial and statistical reports. 
Prerequisite: Accountancy 220. Two hours a week; 1 credit. 


230. Accounting Systems. The principles underlying the establishment of 
complete accounting and office systems, Applications of such principles to 


typical business organizations, 
Prerequisites: Accountancy 201, 210. Two hours a week; 2 credits. 


235-236. Essentials of Savings, Building and Loan Practice. The essential 
operations of the business accumulation of savings, mortgage practice, ac- 
counting practices (pen and ink and machine systems), financial operations, 
and State laws and regulations. Accounting technique and savings, building 
and loan bookkeeping and accounting practices will be covered. 


Candidates for the course must obtain the written permission of the De- 


partment before registering for the course. ; 
Prerequisites: Accountancy 220, 230 and Mathematics 152. Two terms, two hours class work, 
two hours field work a week ; two credits each term. 


245. Municipal Accounting. Accounting for funds in general will be treated 
and exemplified by practical problems, with special attention to municipal 


records and statements. 
Prerequisite: Accountancy 201. Two hours a week; 2 credits, 


250. Estate Accounting. Accounting procedure and reports for decedents’ 


estates and testamentary trusts and special problems incidental thereto. 
Prerequisite: Accountancy 202. Two hours a week; 2 credits. 


251. Estate Taxation and Advanced Estate Accounting Problems. Inherit- 
ance (succession) taxation: Federal and New York State Estate Taxes. In- 
come taxation: Federal and New York State. Advanced estate accounting 


problems of current interest. 
Prerequisite: Accountancy 250. Two hours a week; 2 credits. 


255. Budget Accounting. Plans for devising, installing, and operating bud- 
get systems—including budgets for sales, purchasing, selling, administrative 
and manufacturing expenses, labor, production and finance. Estimated finan- 
cial statements compared with actual results, 

Prerequisite: Accountancy 201. Two hours a week, 2 credits. 
260. Analysis of Financial Statements. An exposition of the technique of 
financial statement measurement as a basis for interpretation of financial 
condition. Problems and case studies. 

Prerequisite: Accountancy 201. Two hours a week; 2 credits. 
262. Federal and New York State Income Taxes. The laws and their in- 
terpretations and applications as determined by the Constitution, Board of 
Tax Appeals and court decisions. The application of tax knowledge to the 


solution of graded problems and laboratory practice. 
Prerequisites: Accountancy 101-102. Four hours a week; 3 credits. 


263. Business Taxes. A course designed to give a working knowledge of 
various types of taxes levied upon business by Federal, State and local 


governments. 
Prerequisite: Accountancy 220 or the written permission of the department. Two hours a 
week; 2 credits. 


265. Financial and Operating Statements of Typical Industries. Contempo- 
rary practice in financial statement presentation. Case studies in selected 


industries. 
Prerequisite: Accountancy 260. Two hours a week; 2 credits. 


271-272. Advanced Accounting Problems. Application of accounting prin- 
ciples to solution of advanced problems taken from actual business situa- 


tions and professional examinations. 
Prerequisites: Accountancy 202, 210; 220 (for Accty. 272 only). Two terms, two hours a 
week; 2 credits each term. 
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310-311. Accountancy Research. The student selects a special field of ac- 
counting for research under faculty guidance. First semester: Lecture sec- 
tions on accounting research technique and bibliography, preparation of 
bibliography and outline of research. Second semester: Student will prepare 
an extended report on results of research, followed by discussion and 
ism. 

errs terms; 4 credits. Hours and schedule to be arranged. 310 may be taken without 311. 

390. The Excess Profits Tax and Other Special Income Tax Problems. 
Federal Income Tax problems of corporations with special emphasis on ex- 
cess profits tax. Corporation normal tax, surtax, capital stock tax and de- 
clared value excess profits taxes, special surtaxes on personal holding com- 
panies and corporations improperly accumulating surplus. This course is 
offered primarily for graduate students and for qualified students who desire 
it without credit. B.B.A. students may take it for credit only with the written 


permission of the Chairman of the Department of Accountancy. 
Prerequisites: Accty. 262 and 271. Two hours a week; 2 credits. 


391. Reorganizations from the Income Tax Standpoint. Definition of a 
tax-free reorganization under the Internal Revenue Act: Federal income tax 
problems growing out of all types of corporate reorganizations (mergers, 
consolidations, split-ups, liquidations of subsidiaries, etc.). This course is 
offered primarily for graduate students and for qualified students who desire 
to take it without credit. B.B.A. students may take it for credit only with the 


written permission of the Chairman of the Department of Accounancy. 
Prerequisites: Accty. 262 and 271. Two hours a week; 2 credits. 


401. Elementary Stenography (Pitman). An intensive presentation of the 


basic theory of shorthand. 
Four hours a week; no credit. Fee $20, except when taken by qualified candidates training 
for teaching commercial subjects. 


402. Elementary Typewriting. An intensive course in the elements of 
touch typewriting. 


Four hours a week; no credit. Fee $20, except when taken by qualified candidates training 
for teaching commercial subjects. 


403. Intermediate Stenography (Pitman). A géneral review of the prin- 
ciples; dictation practice, with the aim of developing a speed of 70-80 
words per minute. 
Prerequisite: Stenography 401; or one year of high school stenography, five periods per week.” 
Four hours a week; no credit. Fee $15, except when taken by qualified candidates train- 
ing for teaching commercial subjects. 


404. Intermediate Typewriting. Speed development; letter work and tabu- 
lation. 
Prerequisite: Stenography 402; one year of high school typewriting; five periods per week. 
Four hours a week; no credit. Fee $10, except when taken by qualified candidates train- 
ing for teaching commercial subjects. 


405. Advanced Stenography (Pitman). Dictation practice with the aim of 
developing the student’s ability to write 90-100 words per minute in cor- 

relation with actual transcription on the typewriter. 
Prerequisites: Stenography 403 and 404; or first and second year of high school stenography 
plus a minimum typewriting speed of 30 words per minute. Four hours a week; 3 codite 


ie $15, except when taken by qualified candidates training for teaching commercial 
subjects. 


406. Advanced Typewriting. This course will correlate closely with Sten- 
ography 405 and 407, with special emphasis on transcription problems. 
Prerequisites: Stenography 403 and 404; or three terms of high school typewriting plus one 
year of high school stenography. Four hours a week; no credit. Fee $10, except when 
taken by qualified candidates training for teaching commercial subjects. 


407. High Speed Stenography (Pitman and Gregg). Special emphasis on 
speed in shorthand writing and transcription. Dictation practice with the 
aim of developing a speed of 110-120 words per minute. 
Prerequisite: Stenography 403, 404 and 405 in Pitman shorthand, or the equivalent in Gregg. 
Four hours a week; 3 credits. Fee $15, except when taken by qualified candidates train- 
ing for teaching commercial subjects. 
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411. Elementary Stenography (Gregg). An intensive presentation of the 
basic theory of shorthand. 


Four hours a week; no credit. Fee $20, except when taken by qualified candidates training 
for teaching commercial subjects. 


413. Intermediate Stenography (Gregg). A general review of the prin- 
ciples; dictation practice, with the aim of developing a speed of 70-80 words 
per minute. 

Prerequisite: Stenography 411; or one year of high school stenography, five periods per week. 


Four hours a week; no credit. Fee $15, except when taken by qualified candidates train- 
ing for teaching commercial subjects. 


415. Advanced Stenography (Gregg). Dictation practice with the aim of 

developing the student’s ability to write 90-100 words per minute in correla- 
tion with actual transcription on the typewriter. 

Prerequisites: Stenography 413 and 404; or first and second year of high school a aig at 

plus a minimum typewriting speed of 30 words per minute. Four hours a week; 3 credits. 

Fee $15, except when taken by qualified candidates training for teaching commercial subjects. 


423. Intermediate Pitman Stenography (Spanish). A general review of the 
principles of Pitman shorthand conducted in the Spanish language. Dictation 


practice with the aim of developing a speed of 70-80 words per minute. 
Prerequisites: Stenography 401 or one year of high school Pitman stenography, five periods 
per week; Spanish 1, 2, 3 and 4, or their equivalents. Four hours per week; no credit. 
Fee $15 except when taken by students specializing in Foreign Trade. 


The following courses may be offered in the future, depending upon the de- 
mands of business or the requests of students: 225, Accounting Requirements of 
the S.E.C. for the preparation of financial statements by Independent Public 
Accountants; 231, Brokerage Accounting; 232, Construction Accounting (Con- 
tractors’ Accounting) ; 233, Commercial Bank Accounting; 240, Public Utility 
Accounting ; 241, Public Utilities Accounting and Regulations ; 246-247, Municipal 
Accounting in the City of New York—I and II; 261, Advanced Analysis of 
Financial Statements; 281, Principles of Accounting for Lawyers. 


ART 


Proressor Louis WEINBERG, Sub-chairman 


The art courses aim to train students in the techniques and appreciations 
which they will need in their business careers; also to develop in the students an 
understanding of the interrelations between creative art, industry and the ideals 
of society. 


A specialization group entitled Stylist and Buyer offers a selection of Art and 
Business Administration courses which taken in combination will provide the 
basic training needed for a career as a buyer of all types of merchandise in 
which design, style and fashion play an important part. (See page 21). Students 
planning to major in this group specialization are urged to confer with the chair- 
man of the Business Administration Department and the sub-chairman of the 
Art Department as early in their college career as possible for advice and 
guidance. 


1. Art Appreciation. This course traces in survey fashion the art of his- 
toric periods. The emphasis, however, is not on erudition, but rather on the 
appreciation of art and industrial forms, past and present, considered both 
as design and as expression of the spirit and ideals of the artist-designer, 
and of the age in which he lived. 
Two. hours a week; 1 credit. 

11. Art History and Principles. History of the minor arts in the field of 
textiles and non-textiles, as expressions of period style. Students of mer- 
chandise acquire a knowledge of the evolution of traditional forms in such 


fields as china, glass, silk, rugs, wood, furniture, etc. 
Three hours a week; 2 credits. 


12. Art History and Principles. A continuation of Art 11. 


Three hours a week; 2 credits. 
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18. Modern Art. Contemporary trend in design, style and fashion in a 


wide variety of present day consumer goods. 
Two hours a week; 14 credits. 


19. Modern Art. A continuation of Art 18. 


Two hours a week; 114 credits. 


21-22. Art and Craft of Drawing. Fundamental training in drawing which 
will be useful as a tool skill in advertising layout, interior decoration, cos- 
tume design, graphic statistics and business management. Students will 
learn how to draw from still life and from the living model and will be 


trained in a variety of media and techniques. 
Two terms; four hours a week; 2 credits each term. 


31. Design in the Graphic Arts. Students of advertising and marketing 
will acquire a working acquaintance with a group of techniques essential to 
their business careers: skill and good taste in lettering, in typographic 
expression, in sketching, and in effective composition of the various ele- 
ments in a printed message. Typical printing art probelms in advertising 


layout will be studied. . 
Co-requisite: Bus. Adm. 125. Four hours a week; 2 credits. 


32. Design in the Graphic Arts, Advanced. This is a continuation of Art 
ah 
Prerequisite: Art 31. Four hours a week; 2 credits. 


34. Design, Special Fields. 


34. I.D. Interior Decorating. Study of the principles of design in the 
home in regard to furniture, treatment of floors, walls, ceilings and 


accessories. 
Four hours a week; 2 credits. 


34. C.D. Costume Design. Principles of design in dress and accessories, 


and study of the factors of style and fashion in the contemporary trend. 
Four hours a week; 2 credits. 


34. M.R. Mechanical Reproduction of Graphic Design. Designing 
for reproduction of promotional art material through the practical 
application of typography printing and silk screen. 
Four hours a week; 2 credits. ; 
101. Introduction to Industrial Design. This course aims to present the 
elements of industrial design as applied either to the design of the mer- 
chandise itself, or to the design of merchandising aids, such as packaging, 


window display, etc. 
Two hours a week; 1 credit. 


BIOLOGY 


PROFESSOR HERBERT RucKES, Sub-chairman 


In Biology the following objectives are of fundamental importance: 
(1) To understand and use the basic principles of scientific method. 
(2) To develop an appreciation of the scientific attitude of impartiality. 


(3) To encourage in the student an intelligent and unbiased awareness of man’s 
environment with particular reference to its biological aspects. 


1-2. General Biology. To teach the fundamental principles underlying the 
whole science of Biology and to apply these principles to an appreciation of 
man’s history and his present behavior as an organism; wherever possible, to 
correlate pure factual knowledge with the applied, economic phase of the 
science. For School of Business students the application of biological ma- 


terials in industry and commerce is stressed. 
Two terms; two lectures, one recitation and three hours laboratory a week. 3 credits each 
term. Laboratory fee: Biology 1, $4.00; Biology 2, $4.00. 


BUSINESS ADMINISTRATION 


39 


BUSINESS ADMINISTRATION 


ProFEssoR ARTHUR E. ALBRECHT, Chairman 


The Department of Business Administration has recognized that during the 
war period it must reshape its courses to meet immediate needs. Because of the 
urgent need for an increased industrial production capacity, particular emphasis 
has been placed on management and statistics courses. It is felt that during this 
period it is imperative to train every man and woman in particular skills to 
enter production or professional positions; to train for administrative positions; 
to prepare for the post-war period. In the evening session, particular emphasis is 
placed on training for war emergency jobs, training for added responsibilities, 
and training women for the vast opportunities in new fields of business. Those 
desiring further information of courses of study may consult with departmental 
representatives at the Office (Room 1410). The courses offered are listed below 
under the following headings: 


Advertising. (Page 42) 
Credits. (Page 45) 
Finance. (Page 45) 
Foreign Trade. (Page 44) 
Insurance. (Page 46) 

* Management. (Page 40) 


Marketing. (Page 41) 
Real Estate. (Page 47) 
Retailing. (Page 43) 
Seminar. (Page 47) 
Statistics. (Page 44) 


NUMERICAL LISTING OF COURSES IN BUSINESS 


ADMINISTRATION 
PAGE PAGE 

103. Principles of Business Organization 40 171. Elements of Consumer Credits and 
104. Business Management Policies..... 40 Collectionsw Wives nie see Mines 46 
105. Personnel Administration ........ 40 180. Elements of Insurance .......... 46 
1062y lodustriall (Relations 3 \02ce ee. os 40 181-2-3. Elementary Problems of Insur- 
107. Purchasing and Materials Control.. 40 ANCE! Pee wa eee orale venue ig hay ie 46 
108. Trade Association Technique...... 40 185. Principles of Life Insurance...... 46 
109. Traffic Management ............. 40 190. Essentials of Real Estate........ 47 
110. Essentials of Marketing.......... 41 191. Real Estate Valuation and Ap- 
112. Essentials of Salesmanship........ 41 PAISAL Aras cue ciara let ele eu esse ane 47 
114. Sales Development Through Re- 193. ‘Real Estate Financing and Invest- 

CALLELS Hee UM euace ea abet ome whee iat « 41 STIOTIES fara a vale iss! setts tol Ga ehteta: joy ouerta tobe 47 
120. Essentials of Advertising......... 42 194, Real Estate Management......... 47 
121. Advertising Production .......... 42 197. Administration of Public Housing 47 
123. Advertising Campaigns ...... .--. 42 201. Problems in Office Management... 40 
124. Radio Broadcast Advertising...... 42 202. Problems in General Business Man- 
P25 avertising. Copy. ss sislaes.saeicig oo 42 ASEMIENE Lede s Ulala sie arataeteleue cites 40 
129. Business News Publicity ........ 42 POS MEM DLicg Relations Wen.veralemista a cleie ekerecs 40 
130. Elements of Retailing............ 43 204. Production Control .............. 41 
131. Materials of Merchandising—Tex- 206. Inspection Methods for Production 

Mle Materials ie aa cats sw lee esas 43 Mia tia CeNneni Enns aterelteateieleis (crane tapas 41 
132. Materials of Merchandising—Non- 208. Materials and Equipment Handling 

mhextilen: Materials teeta y's tie es sys 43 ANATGONCLOlmiachacpleaien eimai 41 
133... Retail Salesmanship ...........6. 43 209. Advanced Traffic Management..... 41 
135. Essentials of Retail Merchandising 43 210. Sales Management .............. 42 
137. Retail Advertising ............... — 43 212 Marketing Analysis)... ..))e neste sieve ore 42 
139. Fashion Factors in Retailing...... 43 219. Advanced Marketing Policies...... 42 
140. Foreign Trade Methods and Prac- 225. Advanced Advertising Copy....... 42 

PAGES Were nie cies shales aja'e wishsla ave stats terete 44 230. Retail Store Management ........ 43 
141. Foreign Credits and Collections.... 44 235. Problems of Retail Merchandising. 44 
142. Practical Marine Operations...... 44 237. Retail Sales Promotion ..... eee 44 
145. Latin American Markets.......... 4s 240. Advanced Problems in Foreign 
1469: European Markets .............. 44 Trader mniins seeeseeee san eceee 44 
147. Far Eastern Markets............. 44 250. Problems in Business Statistics.... 45 
PEM IG PAS HIG OLALISLICS 2 alec eles idalor ate w 44 270. Advanced Credits and Collections... 46 
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INDUSTRIAL MANAGEMENT 
Adviser: PROFESSOR RoBerT A. LOVE 


103. Principles of Business Organization. A study of the basic objectives 

and the everyday problems of the business enterprise. Special emphasis is 

placed on the impact of the war on management problems. The functions 

performed in purchasing, production, selling, and extending credit. Finan- 

cial, personnel and office management. Adaptation of the organization and 

its internal procedure to varied conditions to assure efficient operation. 
Recitation and laboratory, four hours a week in the day session; three hours in the evening 

session; 3 credits. 


104. Business Management Policies. Management from the executive and 
administrative point of view studied through selected cases. Policies in- 
volved in launching, location, type of ownership, product development, 
purchasing, production, standardization, channels of distribution, relations 
with government. 

Prerequisite: Bus. Adm. 103. Three hours a week; 3 credits. 


105. Personnel Administration. The main principles and practice of per- 
sonnel administration as employed in progressive concerns. Selection pro- 
cedures, job classification, foreman and employee training, and morale build- 
ing methods. 

Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. 


106. Industrial Relations. An applied course in the obligations of the em- 

ployer to labor unions as expressed in Federal and State labor relations 

acts; the elements of a labor union contract which most closely affect man- 

agement; methods of negotiation and of collective bargaining as affected by 

the war. The course is intended for anyone dealing with labor unions, 

whether as a supervisor, employer, or member of a government labor agency. 
Prerequisite: Bus. Adm. 103. Three hours a week; 3 credits. 


107. Purchasing and Materials Control. The organization and functions of 
the purchasing department and the significance of industrial purchasing. 
Materials control procedures and methods of coordinating purchasing with 
sales and production. Illustrative materials are drawn from industrial plants 
engaged in war production. 
Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. 


108. Trade Association Technique. 
Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. (Not offered in 1943-1944.) 


109. Traffic Management. Organization and functions of a traffic depart- 
ment; problems in shipping via rail, water, motor and air. The Interstate 
Commerce Commission regulations and other laws. Liability of carriers, 
duties and rights of shippers, rating, tracing, and expediting freight ship- 
ments. Shipping papers, claims, demurrage, transit privileges, diversion and 
reconsignment, 

Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. 


201. Problems in Office Management. Problem analysis in office manage- 
ment. Emphasis is placed on office planning and control procedures. Case 
records and visits to offices. 

Prerequisite: Bus. Adm. 103. Four hours a week; 3 credits. 


202. Problems in General Business Management. -© Problem analysis in 
general business management. Emphasis is placed upon the effect of gov- 
ernment war controls on administrative procedures. Laboratory problems in 
the use of business and war control services. 

Prerequisite: Bus. Adm. 103. Four hours a week; 3 credits. 


203. Public Relations. 
Prerequisite: Bus. Adm. 103. Three hours a week; 3 credits. (Not offered in 1943-1944.) 
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204. Production Control. An examination of the methods employed by 
industrial corporations to control the operating performance and results of 
their various departments by routing, scheduling, dispatching, budgeting and 
other means. War production control methods are given special con- 
sideration. 

Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. 


206. Inspection Methods for Production Management. Quality control in 
production operations, including inspection and testing of incoming pur- 
chases, goods in process, and finished goods. Inspection methods and _tech- 
niques, their uses and relative advantages, and procedures for control of 
inspection operations. 

Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. 


208. Materials and Equipment Handling and Control. Study of the prob- 
lems encountered in the handling of the flow of materials, goods-in-process, 
and finished products within a production plant. Relation of location, build- 
ing structure and layout to internal traffic flow; special methods and equip- 
ment for handling different types of materials. 

Bus. Adm. 103. Two hours a week; 2 credits. 


209. Advanced Traffic Management. Interpretation of the rules and regu- 
lations of motor and rail classifications; use of class and commodity tariffs. 
U. S. Customs House routine; coastwise, intercoastal and inland waterway 
systems. Procedure in filling out proper papers according to war regulations; 
procedure before state and federal commissions, 

Bus. Adm. 109. Two hours a week; 2 credits. 


304. Time and Motion Study. A study of methods of establishing stan- 
dards of time and motion as a means by which job standardization and task 
setting may be.effected. Topics include operation analysis, stop watch pro- 
cedure, securing job data, fatigue factors, motion picture analysis, and time 
study work as a means of attaining high wages and low labor costs. 
Prerequisite: Bus. Adm. 103. Three hours a week, one for laboratory work; 2 credits. 


309. Executive Course. 
Minimum of 6 credits, maximum of 12 credits. (Not offered in 1943-1944.) 


MARKETING 
Adviser: PROFESSOR ARTHUR E. ALBRECHT 


110. Essentials of Marketing. The place of marketing in business. Market- 
ing functions and their application in the distribution of various classes of 
commodities. Trade channels. Auctions and produce exchanges. Marketing 
activities of wholesalers and retailers, including department stores, specialty 
stores, chain and syndicate groups and mail order houses. Cooperative 
marketing. Price factors and policies. Effects of the war on marketing. 

Three hours a week; 3 credits. 


112. Essentials of Salesmanship. Fundamentals of selling, analyzing the 
product, buying motives, reserve arguments and development of the sales- 
man’s personality. Salesmanship as a factor in professional and other fields. 
seearetassit: Bus. Adm. 110. Co-requisite: Public Speaking 101. Two hours a week; 

2 credits. 


114. Sales Development Through Retailers. This course deals with the 

problems, policies and practices of manufacturers and middlemen who sell 

to retailers. The objective is to devise plans which will make retailers more 

efficient. Defining marketing policies; determining the guidance retailers 

need; coordination of merchandising and advertising of manufacturers and 

retailers; selection of dealer helps; education of salesmen in guiding retailers. 
Prerequisite: Bus. Adm. 110. Two hours a week; 2 credits. 
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210. Sales Management. Problems of wholesale and retail sales manage- 
ment, relation of sales manager to other departments, selecting and training 
salesmen, assignment of territory, routing salespeople, methods of compen- 
sation, stimulating salesmen, planning sales literature and campaigns, sales- 


men’s reports. . 
Prerequisite: Bus. Adm. 112, or sales experience approved by Department. Two hours a 


week; 2 credits. 


212. Marketing Analysis. Determination of policies, methods and practices 
for the effective marketing of merchandise in the post-war period. Analysis 
of the market, products and marketing and advertising methods. Published 
data and company records. The use of the questionnaire, the interview, and 


statistical methods. 
Prerequisite: Bus. Adm. 103 and 110. Three hours a week; 3 credits. 


219. Advanced Marketing Policies. An examination of uneconomical and 
wasteful marketing practices with a view to suggesting possible remedies. 
Studies of current commercial practices and governmental war controls of 


distribution. 
Prerequisite: Bus. Adm. 110 and 212. Two hours a week; 2 credits. 


ADVERTISING 
Adviser: Mr. Davin S, MosEsson 


120. Essentials of Advertising. The place of advertising in marketing. The 
development of advertising, and its present-day organization, Product anal- 
ysis, trade-marks, packaging and types of media. Organization and operation 


of the advertising agency. Sources of advertising data and information. 
Three hours a week; 3 credits. 


121. Advertising Production. The techniques of the printing arts as applied 
to advertising production, both for periodical publications and for direct 
mail. The development of typography; types and type selection; composi- 
tion; illustrations and photo-engraving processes; selection of paper; the 
several printing processes, including letter-press, lithography and gravure; 


specifications and estimates. 
Prerequisite: Bus. Adm. 120. Two hours a week; 2 credits. 


123. Advertising Campaigns. The advertising campaign and advertising. 
media; their comparative advantages and disadvantages and adaptability to 
various products and markets. Comparative evaluation of circulations and 
rates. Current sources of information, Advertising appropriations and sched- 
ules, testing, keying and checking. 

Prerequisite: Bus. Adm. 120. Two hours a week; 2 credits. 


124. Radio Broadcast Advertising. 
Prerequisite: Bus. Adm. 120. Two hours a week; 2 credits. (Not offered in 1943-1944.) 


125. Advertising Copy. A study of the nature and purpose of advertising 
copy; headlines; principles of construction; reason-why, human interest and 
descriptive copy; the proper choice of words; a consideration and compari- 
son of sound copy styles. Reviewing and appraising current advertising. 


Copywriting assignments, 
rerequisite: Bus. Adm. 120. Co-requisite: Art 31. Two hours a week; 2 credits. 


129. Business News Publicity. This course deals with the functions and 
activities of public relations counsellors, relation of publicity to advertising, 
types of publicity, development of good-will and molding of public opinion 


and the various publicity methods. 
Prerequisite; Bus. Adm. 120. Two hours a week; 2 credits. 


225. Advanced Advertising Copy. This course is intended to develop the: 
creative faculty in writing copy adapted to various markets. Specialized 
copy for individual media and for special occasions. Copy slants and themes. 


Copy-testing and testing techniques. 
rerequisite: Bus. Adm. 125. Co-requisite: Art 32. Two hours a week; 2 credits. 
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RETAILING 
Adviser: Proressor ArtHUR E, ALBRECHT 


130. Elements of Retailing. A basic course designed to present the funda- 
mentals of successful retail operation. This course deals with the functions 
of merchandising, retail management, control and promotion. Illustrations 
of sound practices are drawn from the experiences of different types of 


successful retail organizations, large and small. 
Prerequisite: Bus. Adm. 110, or marketing and retailing experience approved by the Depart- 
ment. Two hours a week; 2 credits. 


131. Materials of Merchandising—Textile Materials, A study of the basic 
textile raw materials entering into merchandising; their nature, source, 
characteristics, applications and uses; the technology of such processes as 
spinning, dyeing, weaving and finishing of fabrics; the processes of manu- 
facture from raw materials to consumers’ goods; uses, advantages and dis- 
advantages from consumer point of view; standards and tests. Consumers’ 


care for conservation of materials is emphasized. 
Four hours a week; 2 credits. 


132. Materials of Merchandising—Non-Textile Materials. Important non- 
textile materials are studied with respect to sources, characteristics, applica- 
tions, and uses. Among the types covered are furs, leather, wood, rubber, 
glass, ceramics, paper, food and petroleum. Processes of manufacture from 
raw material to consumers’ goods with special emphasis on advantages and 
limitations. 
Two hours a week; 1 credit. 

133. Retail Salesmanship. This course seeks to develop an understanding 
of salesmanship required of the salesclerk in the retail store. Selling prob- 
lems are analyzed. Emphasis is placed on economic phases of the selling 


process. 
Prerequisite: Bus. Adm. 130. Two hours a week; 2 credits. 


135. Essentials of Retail Merchandising. A study of the essential elements 
of the retail merchandising function with emphasis upon basic operating 
procedures. The mathematics of markup, the retail method of inventory, its 
use as a merchandising tool for computation of profits, the merchandise 
plan, computation of open-to-buy and unit control. The use of figures are 


demonstrated in practical problems. 
Prerequisite: Bus. Adm. 130 or experience approved by the Department. Two hours a week; 


2 credits. 


137. Retail Advertising. This course seeks to give the student a working 
knowledge of the advertising function in a modern retail store. It includes 
the principles underlying the preparation of retail copy and layout; the pro- 
cedure of building a retail advertisement; the essential media with special 


emphasis on the newspaper. 
Prerequisite: Bus. Adm. 130 or experience approved by Department. Two hours a week; 


2 credits. 


139. Fashion Factors in Retailing. This course has been designed to show 
how the world of fashion operates in the retail field. It deals with fashion 
buying, merchandise selection, fashion promotion, fashion coordination, 


display and fashion shows. é 
‘ Prerequisite: Bus. Adm. 130 or experience approved by Department. Two hours a week; 


2 credits. 


230. Retail Store Management. A study of store operations, their relation- 
ship to profitable retailing. Current practices in store layout, store main- 
tenance, services to customers, expense budgeting and control, credit, receiv- 
ing, marking, employment training, and welfare activities. Operating methods 
and problems of large and small stores are contrasted. Special consideration 


is given to wartime problems affecting retail management. 
(Des hard Bus. Adm. 130 or experience approved. by Department. Two hours a week; 
2 credits. 
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235. Problems in Retail Merchandising. An advanced course which empha- 
sizes the uses of the available tool of retail merchandising with analyses of 
specific problems related to the merchandising function. Among the topics 
covered are control of sales and stocks, the interpretation of departmental 
reports, model stocks, model stock sales ratios, the diagnosis of weak 
departments and remedial procedures. Consideration is given to wartime 
problems that face merchandisers: O.P.A. regulations, price ceilings, ration- 
ing, etc. 

ses ah as Bus. Adm. 135 or experience approved by the Department. Two hours a week; 

2 credits. 


237. Retail Sales Promotion. This course deals with the study of special 
methods for building sales, selection of merchandise for special promotion; 
the study of competition; coordination of selling with other store activities; 
storewide and departmental promotions; special selling events and other 
activities that make for successful store operation. 


fick he Bus. Adm. 130 or experience approved by the Department. Two hours a week; 
2 credits. 


FOREIGN TRADE 


Adviser: Mr. JosE ALFARO 


140. Foreign Trade Methods and Practices. A basic course in foreign 
trade. Types of exporters, their functions and problems pertaining to these 
functions. Promotion and types of promotion. Tools for the exporter. Basic 
knowledge required in an exporter’s office about the various operations as 
shipping, collections, and war time measures. 

Co-requisite: Economics 70. Three hours a week; 3 credits. 


141. Foreign Credits and Collections. The course deals with the granting 
of credits and making collections in the foreign trade field. How to appraise 
risks; sources of credit information; determining terms of payment; when 
and how to change terms of payment; treatment of delinquent accounts; 
how to avoid credit losses. 

Prerequisite: Bus. Adm. 140. Two hours a week; 2 credits. 


142. Practical Marine Operations. } 
Co-requisite: Bus. Adm. 140. Two hours a week; 2 credits. (Not offered in 1943-1944). — 


145. Latin American Markets. Imports and exports of Latin American 

markets, and their principal marketing centers, The problems of Latin 

American and United States trade and suggestions for improving relations. 
Co-requisite: Bus. Adm. 140. Three hours a week; 3 credits. 


146. European Markets 
Co-requisite: Bus. Adm. 140. Two hours a week; 2 credits. (Not given in 1943-1944.) 


147. Far Eastern Markets. 
Co-requisite: Bus. Adm. 140. Two hours a week; 2 credits. (Not given in 1943-1944.) 


240. Advanced Problems in Foreign Trade. Key problems with which 
exporters deal. Suggested solutions. Discussions of efforts made towards better 
inter-American trade. Also discussed are such topics as organizing exporters as a 
professional group, production, the political problem, etc. 

Prerequisite: Bus. Adm. 140. Three hours a week; 3 credits. 


STATISTICS 


Adviser: Mr. Davip VALINSKY 


151. Graphic Statistics. Principles and effective procedures used in con- 
structing graphs, charts, statistical maps and other types of graphical presenta- 
tions. Emphasis is placed upon the application of these charts to current indus- 
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trial and business problems. The evaluation and the corrective criticism of graphic 
methods presently used. It is the aim of this course to qualify students to prepare 


original charts for publications. 
Prerequisite: Economics 15. Three hours a week; 2 credits. 


154-155. Advanced Statistical Methods for Business Management and 
Administration. A complete and comprehensive survey is made of the 
important and practical statistical methods employed by industry and business. 
A thorough study of all forms of applied correlation, linear, non-linear, multiple 
correlation, partial correlation, joint correlation, and the correlation of attributes 
is included. A development of applied probability, and tests of sampling pro- 
cedures are presented. Emphasis is placed upon chi-square, lexis analysis, and the 
analysis of variance. 


Two terms, two hours of lecture and two hours of laboratory a week. Three credits each 
term. Prerequisite: Economics 15 or a course in elementary statistical methods. 


159. Mechanized Control Systems in Business. The course surveys the 
punched card systems used for the control and management of the business unit. 
The systems used in chain stores, department stores, public utilities, banks, 
factories, educational institutions and other organizations will be discussed. Stu- 
dents will also be instructed in the principles and methods of operation of 


punched card equipment. 
Three hours a week; 2 credits. 


250. Problems in Business Statistics. This course surveys the application 
of the various statistical techniques, developed in elementary and advanced courses 
in statistical methods, to problems of business management and administration, 
such as the control of production, quota calculation, analysis of advertising re- 


sults, market and sales analysis. 
Prerequisite: Economics 15. Four hours a week; 3 credits. 
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‘Adviser: Proressor A. M. SAKOLSKI 


160. Business Financial Management. This course covers the principles 
and practices followed in the financial organization and operation of a going 
business concern. It considers the problems of capital structure, methods of 
obtaining permanent capital, working capital control, methods of temporary 
borrowing, the financing of expansions, mergers and extensions, financial read- 


justments and reorganizations. 
Prerequisite: Economics 20. Three hours a week; 3 credits. 


163. Principles of Investment. This course presents the principles govern- 
ing the investment of capital funds. It deals with the quantitative and qualitative 
tests for judging security values, both government and corporation. Attention is 
given to the legal and financial characteristics of the various classes of investment 
securities, and studies are made of actual securities based on materials such as 


corporation prospectuses, indentures, annual reports, and similar data. 
Prerequisite: Economics 20. Two hours a week; 2 credits. 


The following finance courses may be offered in the future depending upon 
the demands of business or the requests of students: 162, Banking Practices; 164, 
Personal and Corporate Trusts; 165, Factors and Finance Companies; 166, Stock 
Exchange Operations; 167, Investment Banking; 261, Investment Problems; 263, 
Problems of Trust Administration; 265, Institutional Investment Policies. 


CREDITS 
Adviser: PRoFESSOR WILLIAM J. SHULTZ 


170, Elements of Mercantile Credits and Collections. The essentials of | 
mercantile credit, sources of credit information, the credit decision, collection 
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procedure, adjustments, bankruptcy. A basic course for commercial credit work, 
recommended for accountancy, management, and merchandising students in- 
terested in the industrial and wholesale fields. Text, lectures, problems. 


Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. (Day Session students planning 
to take a Credits sequence are advised to register for this course not later than their 
Upper Junior semester.) 


171. Elements of Consumer Credits and Collections. The essen- 
tials of consumer credits, agencies, sources of credit information, the credit 
decision, collection procedure, legal remedies. A basic course for retail charge 
account, installment credit and personal loan work, recommended to accountancy, 
management, and merchandising students interested in the retail field. Text, 
lectures, problems. 


Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. (Day Session students planning 
to take a Credits sequence are advised to register for this course not later than their 
Upper Junior semester.) 


270. Advanced Credits and Collections. Intensive study of credit organiza- 
tion and practices in particular mercantile and retail lines. Each student is re- 
quired to make a first hand study of credit problems in some business and to 
report upon these problems in class. 


Sharetusite? Bus. Adm, 170 or one year’s experience in a credit office. Two hours a week; 
2 credits. 


271. Advanced Credit Problems. A laboratory course in which students 
will be given all pertinent materials and be asked to solve and explain one actual 
credit case each week. 


Prerequisite: Bus. Adm. 170 or one year’s experience in a credit office. Two laboratory hours 
and one class hour a week; 2 credits. 


INSURANCE 


Adviser: Proressor A. M. SAKOLSKI 


180. Elements of Insurance. Fundamental principles of fire, marine, casu- 

alty, surety and life insurance. Types of insurable risks. Treatment of this 

subject from the viewpoint of the insured, the insurer, the agent and th 

broker. Text, lectures and readings, and problems, ; 
Three hours a week; 3 credits. 


181-2-3. Elementary Problems of Insurance. Essentials of fire, marine, 
and casualty insurance are analyzed with particular reference to recent 
changes in laws and practices. The function of the broker and the duties; 
liabilities of both broker and agent are fully covered. 


Three hours a week; 3 credits. (This course is covered in the Day Session by Bus. Adm. 180. 
In the Evening Session the units may be taken separately as follows: Bus. Adm. 181, 
Elementary Problems of Fire Insurance, 1 credit; Bus. Adm, 182, Elementary Problems 
of Ocean and Inland Marine Insurance, 1 credit; Bus. Adm. 183, Elementary Problems of 
Casualty Insurance and Bonding, 1 credit. 


185. Principles of Life Insurance. The purpose of this course is to equip 
the business man to deal with his personal and business life insurance prob- 
lems, and to give an understanding of this field to those engaged in or pre- 
paring for the life insurance business. Topics include: selection of risks, 
mortality experience and rate-making; principal policy forms; terms of the 
life insurance contract; appraisal of life values; life insurance as an invest- 
ment. 
Prerequisite: Bus. Adm. 180. Two hours a week; 2 credits. 


389. Advanced Problems of Property and Casualty Insurance. Primarily 
for insurance brokers and agents and all others interested in entering the 
field of insurance. Necessary techniques required to serve competently the 
assured in the fields of fire, marine, casualty and surety insurance. Require- 
ments of state insurance departments, especially New York State. Proper 
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organization of a brokerage office. The underwriting procedures and prac- 
tices of modern insurance concerns. 
Prerequisite: Bus. Adm. 180. Threz hours a week; 3 credits. 


The following insurance courses may be offered in the future depending 
upon student demand: 281, Problems in Fire Insurance; 282, Problems in 
Ocean and Inland Marine Insurance; 283, Problems in Casualty and Surety- 
ship insurance. 


REAL ESTATE 
Adviser: Mr. WiLtiAM M. GIrDEN 


190. Essentials of Real Estate. The fundamentals of real estate practice; 
the essentials of selling, leasing, mortgaging, and brokerage, and the funda- 
mentals of valuation. The course will be given from the basis of current 
business practice. 

Prerequisite: Bus. Adm. 103. Two hours a week; 2 credits. 


191. Real Estate Valuation and Appraisal. The basic principles and methods 
of evaluating real estate. Methods of determining value. The relative impor- 
tance of sales, reproductive cost, capitalization of net income, depreciation, 
and obsolescence. Case studies. 

Two hours a week; 2 credits. 


193. Real Estate Financing and Investments. 
wo hours a week; 2 credits. (Not offered in 1943-1944.) 


194. Real Estate Management. The management and operation of urban 
real estate will be taken up in this course which will concern itself with 
current practice.and new developments in this field as well as with actual 
problems arising in the conduct of the business. 

Two hours a week; 2 credits. 


197. Administration of Public Housing. This course is designed for those 
who plan to enter some phase of managerial or other work in administering 
public housing. The topics covered include evaluation of the need for a 
housing project, relation to the construction industry, capital costs versus 
annual costs; restrictive and constructive legislation; the Government in 
housing; management and personnel problems. 

Two hours a week; 2 credits. 


297. Advanced Problems in Public Housing. This course is intended for 
those definitely interested in the management of public housing and desirous 
of training for practical work in the housing field. In addition to ordinary 
problems of managing group housing the course will look, through the eyes 
of one engaged in management, at the legal, economic and planning prob- 
lems peculiar to public housing. 

Two hours a week, 2 credits. 


299. Advanced Problems in Real Estate—Brokerage. 
Two hours a week; 2 credits. (Not offered in 1943-1944.) 


SEMINAR 
Adviser: Proressor A. M. SAKOLSKI 


301-302. Business Seminar. This course is offered for the purpose of 
enabling the student to undertake research in his special field of interest. 
Sections will be presided over by specialists in the department, and registra- 
tion will be limited. Each student will be required to make a report on the 
results of his research project, to be followed by discussion and criticism. 
Two terms; four credits. Hours and schedule to be arranged. 301 may be taken without 302. 
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CHEMISTRY 


Proressor Ross A. BAKER, Sub-chairman 


Chemistry is an important foundation of industry and modern economy. 
A knowledge of this subject is increasingly necessary in business and civic 
administration. 


1b-2b. Descriptive General Chemistry. This introductory course is de- 
signed particularly for students of Business and Civic Administration. Indi- 
vidual student experimentation in well-equipped laboratories is supplemented 
by lectures, recitations and conferences. In addition to studying funda- 
mental principles, theories and techniques, the student becomes familiar 
with the properties of substances, the synthesis of new raw materials, and 
the chemical control of processes and products. 


Two terms; two lectures, one recitation and three hours laboratory a week; 3 credits each term. 

Laboratory deposit: Chem. 1b, $4.50; Chem. 2b, $3.50. This includes the cost of reagents, 
consumable equipment, laboratory manual, study outlines, locker key and returnable 
equipment. 


115b. Standards of Materials. A laboratory study of the properties of 
various materials which are responsible for their methods of manufacture, 
their uses, and conventional tests. Particular emphasis will be placed upon 
those tests which are necessary in order to buy and sell on the basis of 
specifications. 


Four hours a week; 2 credits. : 
Laboratory deposit: $3.00, including a returnable portion for key and equipment. 


ECONOMICS 


The Department of Economics attempts to clarify the dynamic nature of 
the economic processes and problems of the world today—production, con- 
sumption, exchange and distribution—to direct students to sources of eco- 
nomic data, to point to methods of collating and classifying such data, to 
develop objective methods of analysis and to bring such economic analysis 
to bear on current economic, social and political problems. 


The courses are designed (a) to equip for careers in economics, and (b) 
to provide all students with an economic background that will be helpful in- 
business, the professions, in vocations, and in the many branches of govern- 
ment and military service, confronted with the exigencies, domestic and 
international, of our country at war. 


A program of professional character in advanced economic theory, statisti- 
cal analysis and contemporary economic problems is available. 


ECONOMIC THEORY 
Adviser: PRoFESSOR JOHN R. TURNER 


1. Principles of Economics. A study of economic principles and problems 
as they relate to the structure and functioning of social institutions. 


Prescribed for all students. Three hours a week; 3 credits. Prerequisite for all other courses 
in the department, with the exception of Economics 2. 


2. American Economic Development. A study of the development of 
American economic life, with emphasis on the evolution of economic in- 
stitutions in the various stages of industry, agriculture, labor, trade, trans- 
portation, and finance. 

Prescribed for all students. Three hours a week; 3 credits. 


7. Evolution of Economic Thought. A survey of the evolution of economic 
thought from medieval times to the middle of the nineteenth century. Spe- 
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cial attention is given to the English classical doctrines and divergent 
schools of thought. 


Prerequisite: Six credits of Economics. Three hours a week; 3 credits. 


8. Contemporary Economy Thought. The development of contemporary 
economic thought as found in American and foreign current economic litera- 
ture, together with a consideration of leading economic writers whose views 
underlie government policy in the current period. 

Prerequisite: Six credits of Economics. Three hours a week; 3 credits. 


208. Economic Cycles. A survey and analysis of the problem of cyclical 
fluctuations, the various theories of the economic cycle, and the various 
suggested remedies for the economic cycle are discussed. The current tech- 
niques in the analysis of cycles are critically considered. 

Prerequisite: Economics 2, 15 and 20. Two hours a week; 2 credits. 


ECONOMIC GEOGRAPHY 
Adviser: PROFESSOR BERNHARD OSTROLENK 


10. Construction and Interpretation of Economic Maps, The course is in- 
tended to give a thorough grounding in map reading, aerial photographic 
map reading, the principles of map making, cartography, wind currents and 
navigation. Consideration will be given to locations of transportation fa- 
cilities and cities as dictated by geography and economics. 

Four hours laboratory, one hour recitation or lecture; 3 credits. 


11. Economic Geography of the Far East. A discussion of Asia, its prin- 
cipal geographic divisions including the Pacific islands. Emphasis is laid on 
agricultural production, mineral resources, transportation facilities, industri- 
alization, and population problems. 

Two hours a week; 2 credits. 


4 12. Resources and Industries of the United States. A study of the physical 
resources of the United States and its possessions with emphasis on the 
utilization and conservation of power, minerals, and soils. 

Prescribed for all students. Three hours a week; 3 credits. 


13. Economic Geography of Europe. A study of the agricultural and in- 
dustrial resources of the European countries. The treatment is regional. 
Brief surveys of the most important products of the European continent 
are made. 

Two hours a week; 2 credits. 


14. Economic Geography of Latin America. The agricultural and in- 
dustrial resources of Latin America with special emphasis on countries 
such as Brazil, Argentina, and Mexico which have established industries of 
their own. Trade relations of the leading countries are considered. 

Two hours a week; 2 credits. 


105. Agricultural Economics. This course is designed to acquaint urban 
students with the economics of agriculture. Stress is placed upon the inter- 
relationship of rural and urban life, with special consideration to production 
problems in time of war. 

. Two hours a week; 2 credits. = 


STATISTICS 


15. Principles of Statistics. Collection of statistical data, classification and 
tabulation, averages, the construction and use of index numbers, analysis of 
frequency distribution, time series, correlation and graphic presentation. 
Basic requirements for economic, business, administrative and educational 
statistics are covered. 
Prescribed for all students. Lecture, recitation and laboratory. Four hours a week; 3 credits. 
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213. Statistical Methods in Public Administration. A study of the appli- 
cation of statistical techniques in government as exemplified by the prac- 
tises of departmental bureaus and administrative commissions in the exer- 
cise of social and economic controls and in the preparation of public in- 
formation; a preliminary training in the requirements of the Civil Service 
within this field. 


Lean Economics 15. Lecture, laboratory and class discussion. Four hours a week; 
3 credits. 


214. Economic Statistics. A factual study of the more significant statistical 
materials of economic resources, activities, conditions and relations including 
a laboratory survey of industry, trade, and finance. Practical application of 
principles of analysis and graphics developed by individual assignments and 
class discussion. 

Prerequisite: Economics 15. Lecture and laboratory; four hours a week; 3 credits. 


215. Advanced Statistical Methods. A continuation of the course in ele- 
mentary statistical methods (Economics 15) dealing with advanced statisti- 
cal technique—linear and non-linear correlation, multiple and partial cor- 
relation, sampling, probability, the normal curve, statistical forecasting and 
other aspects of statistical methods not dealt with in the elementary course. 
Prerequisite: Economics 15. Lecture, laboratory; four hours a week; 3 credits. 


216. Problems in Economic and Social Statistics (Seminar). The adapta- 
tion of statistical methods to economic and social research, and to adminis- 
trative planning. The measurement of production, consumption and trade; 
the analysis of changing population density, vitality, distribution, composi- 
tion, occupation and welfare; technological progress and its economic and 
social repercussions; the correlation of income, wealth, debt and taxation. 
A seminar course for Seniors and Graduates. Individual studies adequately 
prepared for publication are required. Class limit 15. 


Prerequisite: Economics 213 or 214. Co-requisite: Eco. 215 or Bus. Adm. 154. Three hours 
a week; 3 credits. 


FINANCE 


Adviser: Dr. HERBERT SPERO 
20. Principles of Finance. A survey of the field of financial organization 
and operation, private and governmental; commercial and investment in- 
stitutions, and a consideration of national and international financial policy. 
Prescribed for all students. Three hours a week; 3 credits. 


21. Theory of Money and Credit. The study of the monetary and credit 
system. Consideration is given to commercial, investment and public credit. 
The monetary and credit system is studied in relation to the changing 
social institutions. 


Prerequisite: Economics 2. Co-requisite: Economics 20. Spring term; three hours a week; 
3 credits. 


22. Evolution of Modern Capitalism. A study of modern capitalism in 
leading countries. Consideration is given to the institutional forces affecting 
the rise and development of modern capitalism, the factors governing the 
demand and supply of capital and the effect of war on capitalism. 

Prerequisite: Economics 2. Three hours a week; 3 credits. 


25. Principles of Public Finance. A study of the principles involved in 
raising public revenues, making public expenditures, and dealing with public 
debts. Canons of taxation and tax systems are analyzed. Special emphasis 
is placed on federal expenditures, taxation, and debt policy in relation to 
the war effort. 

Three hours a week; 3 credits. 


70. Foreign Exchange and the Financing of Foreign Trade. An analysis 
of foreign trade; movement of goods and capital; methods of settlement of 
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international balances by free exchange and various exchange controls; 


method of shipping and financing goods into selected markets. 
Three hours a week; 3 credits. 


220. Economics of Corporate Finance. The course includes a study of the 
principles and methods of obtaining, controlling and conserving the capital 
and cash of a going business concern. Special consideration will be given 
to the economic problems of the corporation in a war economy, particu- 
larly profits and the distribution of income, and governmental regulation 


and control of financial practises and policies. 
Prerequisite: Economics 20. Three hours a week; 3 credits. 


225. Current Problems in Finance. A discussion of leading current prob- 


lems in commercial and investment finance. 
Prerequisite: Economics 20. Three hours a week; 3 credits. 


LABOR PROBLEMS 
Adviser: Mr. Harry SAND 


4. Labor Problems. A survey of the contemporary labor movements in 
America and the legislation bearing thereon, along with an examination of 
typical labor organizations. Stress will be placed upon current labor prob- 
lems, including unemployment, wages and hours, industrial relations, labor 


unions and the state, and labor in wartime. 
Three hours a week; 3 credits. 


66. Economics of Social Insurance. A survey of the principal forms of 
social insurance existing here and abroad, with special attention to the 
organization and the integration of social insurance programs within our 
domestic economy. The course is designed not only as a background for 


business but for those interested in social insurance administration. 
Three Hours a week; 3 credits. 


ECONOMIC PROBLEMS 
Adviser: Dr. FREDERICK S. SETHUR 


30. Economic Problems—Domestic. An analytical survey of the more 
vital changes in the American economy since the 1929 era. Immediate prob- 
lems of production, consumption, finance and economic controls resulting 


from emergency conditions related to defense and warfare are studied. 
Three hours a week; 3 credits. 


31. Eonomic Problems—International. A study of the major contempo- 
rary economic problems of the world economy, with special consideration 


to war and imminent post-war problems. 
Three hours a week; 3 credits. 


272. Principles of International Business Relations. Principles and policies 
of international economic intercourse among nations with particular refer- 
ence to the relations of the United States with Europe, South America, and 
the Far East. Commercial treaties, tariffs, colonial trade, international trusts, 
transportation and raw materials, foreign investment and concessions, eco- 


nomic nationalism. 
Two hours a week; 2 credits. 


ECONOMIC ANALYSIS AND PUBLIC POLICY 


Adviser: Proressor JoHN R. TURNER 


278. The Port of New York. The physical and economic aspects of the 
port of New York; relation of the port to the territory it serves; the harbor 
and plans for its reconstruction; comparison with other ports of the United 
States and Europe. The nature of the railway, steamship, highway, and air 


transport problems in the port district. 
Two hours a week; 2 credits. 
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280. Principles of Public Utilities. Origin and nature of companies to- 
gether with their distinguishing characteristics. Corporate organization, 
management organization and regulation, electric light and power and gas, 


water supply, telephone and telegraph facilities. 
Two hours a week; 2 credits. 


287. Principles of Public Services and Public Service Charges. A study of 
the nature of services rendered by quasi-public enterprise in transport, 
communication and municipal utilities, and the service rates charged there- 
for. The principles underlying “public convenience and necessity”. The 
economic bases of “fair value”, “reasonable rates” and “just compensation”. 
Methods of valuation. The organization and functions of public service 
commissions, their economic policies and the operation of their statistical 


controls. 
Prerequisite: Economics 15. Three hours a week; 3 credits. 


295.8. City Planning. A study of the elements of the city plan and the 
technique of city planning. City planning powers; public and private hous- 
ing, population trends; methods of research in the preparation of plans; 
land valuation for tax, condemnation and housing purposes; slum clearance 


and zoning regulations. 
Two hours a week; 2 credits. 


EDUCATION 


PROFESSOR JACOB S. ORLEANS, Sub-chairman 


11. The History of Culture and Education. The development of edu- 


cational theory and practice in relation to culture. 
Four hours a week; 4 credits. 


16. Educational Psychology. The application of psychology to educational 


problems. 
Prerequisite: Psych. 1. Prerequisite or co-requisite: Educ. 11. Four hours a week; 3 credits. 


21. Principles of Education. Social and philosophic principles underlying 


educational theories and practices. 
Prerequisite or co-requisite: Educ. 11, 16. Three hours a week; 3 credits. 


61. Secondary School Teaching. General methods of teaching in the 


secondary school. 
partes Educ. 11 and 16. Prerequisite or co-requisite: Educ. 21. Three hours a week; 
3 credits. 


62. The Teaching of a Secondary School Subject. Special methods of 
teaching secondary school subjects. Students are assigned to sections by 


subject matter major. 
Prerequisite or co-requisite: Educ. 61. Three hours a week; 3 credits. 


76. Mental and Educational Tests. Nature and application of achievement, 
personality, intelligence, and other aptitude tests used in elementary and 
secondary schools; methods of administering, scoring, and interpreting 


tests. 
Prerequisite: Educ. 16. Three hours a week; 3 credits. 


162. Observation and Practice Teaching in the Secondary School. Super- 
vised observation and practice teaching in the City high schools. Individual 
and group conferences. Admission is limited to students who meet the 


requirements set by the Education Department. 
Prerequisite or co-requisite: Educ. 62. 120 clock hours; 6 credits. 


385. Teaching Office Practice and the Operation of Office Machines in the 
Secondary School. Various plans of conducting a class in Office Practice 
and Office Machines, with emphasis on the machines significant for the 
high school Bookkeeping and Clerical Practice majors. Visits to high school 


classes and equipment manufacturers are made. 
Prerequisite or co-requisite: Accty. 153. Two hours a week; 1 credit. 


ENGLISH 53 


The following courses in Commercial Education are offered under the 
auspices of the School of Education, and are usually given at the Business 
Center in the Evening Session. 

Education 16, 21 and 61 or 263. prerequisite to all courses in Methods of Teaching. 


299. Special Problems in Commercial Teaching. 
Two hours a week, 2 credits. Fee $10.00. 


369. Teaching Merchandising in the Secondary School. 
Two hours a week, 2 credits. Fee $10.00. 


372. eee Bookkeeping and Commercial Arithmetic in the Secondary 
chool, 
Two hours a week, 2 credits. Fee $10.00. 


373. Teaching Elementary Business Training in the Secondary School. 
Two hours a week; 2 credits. Fee $10.00. 


376. Teaching Pitman Shorthand in the Secondary School. 
Two hours a week; 2 credits. Fee $10.00. 


378. Teaching Gregg Shorthand in the Secondary School. 
Two hours a week; 2 credits. Fee $10.00. 


380. Teaching Typewriting in the Secondary School. 


Two hours a week; 1 credit. Fee $10.00. 


ENGLISH 


ProFessoR MICHAEL J. KELEHER, Sub-chairman 


The courses offered by the English Department include literature and 
composition. The courses in literature aim to impart a critical appreciation 
of literary art. The courses in composition aim to develop facility of effec- 
tive expression and to prepare students to meet the State and City require- 
ments for licenses to teach. 


1. Applied English Composition. Elements of writing, grammar, diction, 
business letters and other forms. Emphasis on correctness. To be taken in 


Freshman year. 
Two hours a week; 2 credits. 


2. Applied English Composition. A continuation of English 1, with more 
advanced exercises, particularly in exposition, and more advanced business 


and other forms. To be taken after English 3-4. 
Two hours a week; 2 credits. 


3-4. English Literature. The nature, forms, social backgrounds of litera- 
ture. Much outside reading in poetry, the novel, the essay, the drama; in 
English 4 the beginnings of bibliography and research. 


Three hours a week; two terms; 2 credits each term. 


5. Composition. This course provides special aid to students who are 


reported deficient in the mechanics of English composition. ae 
No college credit, but students assigned to this course must be SreereS as Boas it before 
they can take any further courses in English composition or be graduated. 


11. Diction and Form. The aim is to develop facility in the command of 
an accurate and expressive vocabulary and in the effective arrangement of 
ideas. Analysis of selections from contemporary authors will be combined 


with the writing and criticism of original essays. 
Prerequisites: English 1, 2. Two hours a week; 2 credits. 


12. Narration. The aim is to improve the student’s ability to criticize and 
write narrative. The short stories of American authors are studied. Critical 


and creative exercises are required. ; 
Prerequisites: English 1, 2, 3. Two hours a week; 2 credits. 
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37. Social Forces in English Literature of the 18th and 19th Centuries. 
The social background and its influence on literature. 
Prerequisites: English 1, 3, 4. Two hours a week; 2 credits. 


39. American Literature. From Washington Irving to Henry James, Im- 

portant writers of the Concord, Cambridge, New York, Southern and 

Western schools will be studied to relate the literature to the life and 

thought of the times. Reports on outside reading will be required. 
Prerequisites: English 1, 3, 4. Two hours a week; 2 credits. 


40b. Contemporary American Literature. A study of prose and poetry 
written in America since 1900. Greatest stress will be placed on the litera- 
ture of the post-war period. 

Prerequisites: English 1, 3, 4. Two hours a week; 2 credits. 


53. Journalism. A study of the history, principles and practices of Journal- 
ism. The aim is to give the student a better understanding of the newspaper 
as a vital force in contemporary society. 

Prerequisites: English 1, 2, 3. Two hours a week; 2 credits. 


54. Journalistic Writing. Instruction and practice in reporting and writing 
news and feature articles. Speed and precision in newspaper writing will 
be stressed. 


Prerequisite: English 53, or permission of the instructor. Two hours a week: 2 credits. 


57. Contemporary Drama. A study of English and Continental drama 
from the beginning of modern realism to the naturalistic drama. 
Two hours a week; 2 credits. 


58. Contemporary Drama. A study of English, Continental and American 
drama from the naturalistic revolt to today. 
Two hours a week; 2 credits. 


73. Shakespeare’s Comedies. Shakespeare’s chief comedies, and some 
earlier and contemporary comedies, 
Prerequisites: English 1, 3, 4. Three hours a week; 3 credits. 


74. Shakespeare’s Tragedies. Shakespeare’s chief tragedies, and some 
earlier and contemporary tragedies. 
Prerequisites: English 1, 3, 4. Three hours a week; 3 credits. 


86, The Novel of the XIX Century. The early development of the novel 
bp He traced, and a selected series of significant English novels will 
be read. 


Prerequisites: English 1, 3, 4. Two hours a week; 2 credits. 


106. Advanced English Grammar and Exposition. An analytical study of 
the structure, syntax, usage, and vocabulary of current English; practice in 
professional writing. The work, correlated with students’ technical courses, 
meets State and City requirements for teaching licenses, 

Prerequisites: English 1, 2, 3. Two hours a week; 2 credits. 


FRENCH 


Offered by the Department of Romance Languages. See page 67. 


GEOLOGY 


4, Map Interpretation (The Military Use of Maps). A course in the mili- 
tary use of maps, charts and aerial photographs conforming with the train- 
ing regulations of the United States War Department. 

Four laboratory or field hours; 2 credits. 
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GERMAN 


Dr. NATHAN SUsskInp, Sub-chairman 


As part of the cultural base of the curriculum the courses in German are 
designed to educate the student in the German language and literature and 
the cultural heritage they imply. This program is integrated with the spe- 
cial interest of the School through readings in material of an industrial and 
economic nature and the study of an economic word-list. The elective 
courses provide opportunity for intensive work in conversation and reading. 


Students who have selected German to meet the language requirement 
take courses 1, 2, 3, 4, if they present two units on admission, or courses 
2, 3, 4, if they present three units on admission. 


1-2. Intermediate German. Modern German prose. Grammar review, com- 


position, conversation. Practice in translation of economic articles. 
Two terms, four hours a week; 31% credits each term. 


3. Advanced German. Classical authors. Excerpts from Lessing (Nathan 
der Weise), Goethe (prose and poetry), Schiller (Wilhelm Tell), and Heine 


(poetry). Composition, conversation, readings in Economic German. 
Prerequisite; German 2. Four hours a week; 32 credits. 


4. Advanced German. Modern authors. Composition, conversation, and 
readings in Economic German. 
Prerequisite: German 3. Four hours a week; 3% credits. 


23-24. Composition and Conversation (Military German.) Mastery of the 
German idiom in writing and speaking, based on current military topics. 
Review of advanced grammar. Lectures, reports, discussions. 

Prerequisite: German 4. Two terms, two hours a week; 2 credits each term. 


41-42. Elementary German, (Evening Session only). Pronunciation, es- 
sentials of grammar, reading, and translation. 


Sa aor idala terms, three hours a week; 3 credits each term. Credit is not allowed for 
1 alone. 


43-44. Prose and Composition. (Evening Session only). A continuation of 
courses 41-42. Grammar, composition, “Kulturkunde,’ and readings in 
modern writers. 

Two terms, three hours a week; 3 credits each term. 


51. Elementary German.* A course for beginners; intended to be the 


equivalent of a year of high school work. 
Five hours a week; 5 credits. 


52. Second Year German.* 
Five hours a week; 5 credits unless taken to remove an entrance deficiency. 


71, 72. Intermediate German. (Evening Session only). 
Two terms, three hours a week; German 71—3 credits; German 72—21 credits. 


73, 74, 75. Advanced German, (Evening Session only). 
Three terms; German 73—214 credits; German 74, 75—3 credits. 


The subject matier of the above Evening- Session courses ts the same as that 
of courses 1, 2, 3, 4 in the Day Session. 


81. Social Science Readings. Reading of selections from the writings of 
outstanding representatives of the various schools of thought in economics, 
politics, and other social sciences from the Age of Enlightenment to the 


present day. Short critical analyses in English. 
Prerequisite: German 4 or equivalent. Two hours a week; 2 credits. 


* Courses 51-52 are courses for students who have been admitted to College with less than 
the required preparation in languages, to enable them to remove an entrance condition. Credit is 
not allowed for 51 alone. 
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GOVERNMENT 


Mr. HittMAN M. BrsHop, Sub-chairman 


The central objectives of the curriculum of the Department of Government 
are two-fold: (1) to develop in the student an intelligent understanding of 
political behavior in contemporary American and world society, with special 
emphasis upon the values and processes of democracy; and (2) to prepare 
students for careers in public administration, research, politics and teaching. 


POLITICAL SCIENCE 


1. American Government and Democracy. An analysis of democratic 

values and practices (1) in the light of the challenge of war and totalitarian- 

ism and (2) with special reference to the American Constitution and the 

fundamental principles of the democratic process in the United States. The 

impact of war upon American Government and post-war political problems. 
Prescribed. Three hours a week; 3 credits. 


11. Municipal, State and National Government. A functional study of the 
legislative and administrative process in national and local government. The 
increasing importance of administration and the executive in modern gov- 
ernment; the relationship between administration and the legislative and 
judicial branches of the government; the influence of political parties, pres- 


sure groups and public opinion upon legislation and administration. 
Three hours a week; 3 credits. 


31b. Comparative Government. A study of contemporary government in 
Great Britain, Germany, Italy and the Soviet Union and the evaluation of 
the National Socialist, the Italian Fascist, and the Bolshevik Revolution. A 
consideration of the effect of war and totalitarianism upon democracy and 
suggested readjustments in constitutional democracy to meet the challenge 


of totalitarianism. 
Prerequisite: Government 1. Three hours a week; 3 credits. 


41. World Politics. An interpretation of the key factors in the interna- 
tional scene: totalitarian nationalism, geopolitics, Nazi and Japanese imperi- 
alism, and the strategy of world conquest; interests and war aims of the 


United Nations; problems of post-war reconstruction and world peace. 
Prerequisite: Government 1. Three hours a week; 3 credits. 


121. Government Control of Economic Activity. A study of expanding 

governmental control of and aid to business, labor and agriculture; the poli- 

tics and pressures of economic groups; an analysis of the part of business, 

labor and agriculture in the war effort; problems of post-war readjustments. 
Prerequisite: Government 1. Three hours a week; 3 credits. 


PUBLIC LAW 


12. Constitutional Law: The Federal System. The role of the Supreme 
Court as the umpire of our Federal System. An analysis of leading Supreme 
Court opinions dealing with the powers of the Federal Government with 
most attention given to the constitutional problems arising from the use of 
the Federal taxing and commerce power to regulate and assist business and 


labor. 
Prerequisite: Government 1. Three hours a week; 3 credits. 


13. Constitutional Law: Personal and Property Rights. A study of the 
constitutional limitations imposed by the Bill of Rights and the Fourteenth 
Amendment upon the Federal and State Governments. The constitutional 
conflicts over civil liberties, the state’s police power, social legislation and 


government regulation of business. 
Prerequisite: Government 1. Three hours a week; 3 credits. May be taken without Govern- 
ment 12. 
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22. Administrative Law. A study of legislative and judicial control of the 
administrative ‘Process: its effect upon administrative efficiency and the 
rights of individuals; the finality of administrative determinations and the 
requirements of procedural due process. 


Prerequisite: One of the following—Government 11, 12, 13, 14 or special consent. Three hours 
a week; 3 credits. 


PUBLIC ADMINISTRATION 


14. Elements of Public Administration. A survey of the administrative 
process in war and peace in the public service with special reference to 
problems of staff, auxiliary, and line organization and direction; research, 
fiscal administration, personnel management, and public relations; controls 
over administrative actions. 


Prerequisite: One of the following—Government 1, 11, or related experience. Three hours a 
week; 3 credits. 


15. Government and Administration of New York City. A study of muni- 
cipal and county government in New York City: relationships to state 
legislation, politics and local pressure groups; problems of municipal admin- 
istration in this metropolitan area such as health, welfare, housing transpor- 
tation and planning with special attention to the City’s finances and fiscal 
administration. 


Prerequisite: One of the following—Government 1, 11, 14 or related experience. Three hours 
a week; 3 credits. 


19. Public Personnel Administration. An advanced course on the instru- 
ments of management in public personnel: the career idea; organization of 
the central and operating public personnel agency; recruiting, examinations, 
service ratings, promotions, classifications and compensation, training, em- 
ployer-employee relations, incentive and morale, research. Chief emphasis 


on American civil experience, with foreign and military comparisons. 
Prerequisite or co-requisite: One of the following—Government 11, 14, or related experience. 
Three hours a week; 3 credits. 


222. Classification in Public Personnel Administration. A study of the 
principles and practices of position analysis and classification in the public 
services; uses of classification plans; methods used in conducting classifica- 
tion surveys; relationships between pay plans and classification surveys. 


Typical classification studies will be examined in class. 
Prerequisite or co-requisite: One of the following—Government 14, 19 or related experience. 
Two hours a week; 2 credits. 


310-311. Public Administration Research Seminar. This course is intended 
to provide students with the opportunity to work under the guidance of a 
member of the Department of Government on a major research project in 


Public Administration. 

Prerequisite: Government 14 and the completion of at least 6 additional credits in Govern- 
ment. Two terms, 2 credits each term. Government 310 may be taken without Govern- 
ment 311, and with special permission Government 310 and 311 may be taken the same 
semester. 


HISTORY 


Dr. E. McCiunc FLEMING, Acting Sub-chairman 


The aims of this Department are: (1) to present a survey of the civiliza- 
tions which have made our world what it is; (2) to provide essential back- 
ground for careers in business, education, and public service by helping 
students acquire the historical facts and perspectives that will enable them 
to appreciate the achievements, problems, and objectives of our contempo- 
rary world society and to form reasoned judgements about them. 


1. History of European Civilization. Part 1. With an introductory survey 
of cultural development in the prehistoric age, the period of ancient and 
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medieval history down to 1500 is covered. Reading of several volumes cover- 
ing the social, economic, and cultural phases of representative periods forms 
the basis for class discussion. 

Three hours a week; 3 credits. 


2. History of European Civilization. Part 2. After a review of the legacy 
of medieval civilization, its transformation is traced through modern times. 
The Renaissance, the Reformation, the Enlightenment, the French and 
Industrial Revolutions, scientific progress, are studied and their effect on the 
various phases of twentieth century life—political, economic, social, and 
intellectual—are considered. 

Three hours a week; 3 credits. 


3. Contemporary European History. The political and social history of 
Europe from 1870 to the present. 
Prerequisites: History 1 and 2. Three hours a week; 3 credits. 


5. The United States Since 1912. The political, economic, and social devel- 
opment of the United States from the “New Freedom” of Woodrow Wilson 
through the “New Deal’ of F. D. Roosevelt, with special attention to the 
role of the United States in world affairs. 

Prerequisites: History 1 and 2. Three hours a week; 3 credits. 


36. The United States: History of a Democratic Civilization. A general 
survey of American history from colonial beginnings to the Second World 
War. Attention will be focussed on broad trends, sectional and national 
movements, outstanding personalities and institutions, dominant patterns of 
thought and action—their origins, development, interaction, and relation to 
the world community. 

Three hours a week; 3 credits. 


37. Development of the State and City of New York. The State and City 
are considered both for their own institutional life and as types of state and 
city growth. Topics considered are: the constitutional development of New 
York State; the historical role of political bossism and party organization; 
the history of municipal politics and reform in New York City. The course 
should be of especial value to those preparing for the public service. 

Three hours a week; 3 credits. 


40. Modern Latin America. The evolution of the principal influences in 
Latin American life including the various racial elements, the change from 
colonial to modern economy, foreign investments in Latin America, develop- 
ment of new sources of wealth, such as copper, nitrates, tin, wheat, coffee 
and cotton. The political implications of economic developments are ana- 
lyzed. Emphasis is placed on present-day problems. 

Three hours a week; 3 credits. 


46. History of Modern China and Japan. For proper understanding of the 
modern problems of China and Japan, careful examination is first made of 
the early development and crystallization of their peculiar political, social, 
and cultural institutions. Thereafter, with the arrival of the expanding 
European powers in the Orient, the course traces the inevitable clash of 
oriental and occidental civilizations and the consequent reshaping of the life 
and ideas of the people of eastern Asia. 
Three hours a week; 3 credits. 


50. Negro History and Culture. (Evening Session only) The course traces 
the early civilization of the Negro tribes in Africa and the cultural effects 
of the contact of European with the African races. There follows an account 
of the history of the Negro in America down to the present time, with 
emphasis upon the contributions of the Negro to American culture. 

Three hours a week; 3 credits. 
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HYGIENE 


PROFESSOR CANUTE HANSEN, Sub-chairman 


_The Department of Hygiene is organized to include the following divi- 
sions: Informational Hygiene, Physical Education and Recreation, Varsity 
Athletics, and Health Examinations and Health Service, 


The dominating aims of the Department of Hygiene are: (a) to assist the 
student in the formation of effective health habits, attitudes and appreciations 
to help lay the foundation of an independent, discriminating, insistent judg- 
ment in matters of health, physical education activities and recreation; (b) to 
afford an opportunity for the individual or group to act in situations that are 
physically wholesome, mentally stimulating and satisfying and socially sound. 


In each of the required courses provision is made for those students whose 
organic condition may permanently or temporarily disqualify them from the 
required Physical Education activity program. This special work is under 
the direction of a medical member of the staff, assisted by a teacher of physi- 
cal education. 


For more detailed information regarding Hygiene and Physical Education 
content of courses, consult departmental bulletin. 


1. (a) Personal Hygiene (b) Physical Education. 
Men and Women*: Physical Education—two hours a week; Informational Hygiene—one 
hour a week; 1 credit. 


2. (a) Personal Hygiene (b) Physical Education. 
Men and Women:* Prerequisite: Hygiene 1—Physical Education—two hours a _ week; 
Informational Hygiene—one hour a week; 1 credit. 


3. (a) Defensive Hygiene and First Aid (b) Physical Education. 
Men and Women*: Prequisite: Hygiene 2—-Physical Education—two hours a week; Informa- 
tional Hygiene—one hour a week; 1 credit. 


4. (a) Community Hygiene (b) Physical Education. 
Men and Women*: Prerequisite: Hygiene 3—Physical Education—two hours a week; Informa- 
tional Hygiene—one hour a week; 1 credit. 


5 and 6. Advanced participation in physical education activities including 
swimming and life saving. 


Students may enroll exclusively for life saving instruction and acquire the 


Senior Life Saving Certificate. 
Prerequisites: Hygiene 1, 2, 3, 4. Two terms, two hours a week; 1 credit each term. 


7 and 8. Similar to Hygiene 5 and 6, but given only one hour weekly. 
Prerequisites: Hygiene 1, 2, 3, 4. Two terms, one hour a week; ¥ credit each term. 


15 and 16. Physical Education Activities and Swimming. 
Prescribed for juniors who have completed Hygiene 1, 2, 3 and 4. However, Hygiene 5 and 6 
may be substituted for 15 and 16; 7 and 8 may be substituted for 15 or 16, Two terms, 
two hours a week; 1% credit each term. 


71. Personal Hygiene. (Evening Session only). 


Prescribed for all students in the Evening Session. Two hours a week; 2 credits. 


72. Community Hygiene. (Evening Session only). 
Prescribed for all students in the Evening Session who have been credited with Hygiene 71. 


Two hours a week; 2 credits. : 


(Hygiene 71, 72 are similiar in course content to the courses offered in the 
Day Session, 1, 2, 3, 4.) 


* The Physical Education program for women in the required courses follows ‘the same 
essential principles as the courses in hygiene for men, with modifications to accommodate their 
specific needs and interests. 
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73. Advanced Hygiene and First Aid. (Evening Session only). Students are 
eligible to receive the American Red Cross Certificate in First Aid upon 
successful completion of the course. 

Two hours a week; 2 credits. 


73a. First Aid. Covers all the instructional units involved in securing the 
Standard Red Cross First Aid Certificate. Stress will be placed upon related 
war-time emergency needs. 

Two hours a week; 1 credit. 


Recreation: Gymnasium and Pool. (Evening Session only). Open to men 
and women matriculated students of the evening session who carry a pro- 


gram of five or more credits. 
Fee for non-matriculated students: $3.00, Men; $2.00, Women. 


Instruction in Sports. (Evening Session only). Golf instruction and cage 
practice, ; 


Instruction in swimming and life saving. 
Fee $5.00, plus fee for recreation. 


ATHLETIC SPORT INSTRUCTION AS SUBSTITUTE FOR COURSES 


The Department of Hygiene accepts certain types of athletic sport instruction 
as equivalents for part of the work in the regular courses in physical Education. 
Consult departmental requirements. 


ITALIAN 


Offered by the Department of Romance Languages. See page 68. 
(In the Evening Session only) 


LAW 


Proressor Lewis Mayers, Chairman 


The courses in law aim to give the student a grasp of the legal risks incident 
to, and the results of, the more common business relationships and transactions,- 
and an understanding of the origin and present form of our chief legal institu- 
tions; to the end that he may act more understandingly in business life, and may 
as a citizen appraise more intelligently the legal implications of legislation affect- 
ing business. Concurrently with this objective, the aim is to develop the analytical 
faculty and to cultivate habits of precision in thought and expression. 


100. The American Legal System. This course attempts to acquaint the 
layman with the machinery by which justice is administered. Typical pro- 
ceedings, civil and criminal, from institution to enforcement of judgment are 
examined in detail, including the jurisdiction, organizaton and constitution 
of the several tribunals, administrative as well as judicial, and the agencies 
for enforcement and penal administration. 

Two hours a week; 2 credits. 


101. The Law of Business Contracts. After a brief survey of the American 
legal system, the essential principles of the law of business contracts are 
examined and applied to typical business transactions. The principal materi- 
als of study are New York cases of recent decades. 

Three hours a week; 3 credits. 


102. The Law of Business Organization. Following an examination of the 

doctrines governing principal and agent, the law governing partnerships and 

corporations, in their formation, operation, internal relationships and disso- 

lution, is studied, with particular reference to the law of New York. 
Prerequisite: Law 101. Three hours a week; 3 credits. 
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103. The Law of Negotiable Instruments. The course deals in detail with 
the legal aspects of transactions involving checks, notes, drafts and accept- 
ances. The course is organized about the various types of these instruments 
in current use in the several fields of business, and the prevailing business 
and banking practices affecting their use. Consideration is also given to the 
legal relationship between banker and depositor. 

Prerequisite: Law 101. Two hours a week; 2 credits. 


104. The Law of Mercantile Transactions. This course deals with the 
legal problems arising out of the sale of merchandise by manufacturers, dis- 
tributors and dealers (including consignments and licensing agreements), out 
of the shipment and warehousing of merchandise, and out of government 
regulation of business. 

Prerequisite: Law 101. Two hours a week; 2 credits. 


105. The Law of Secured Transactions. This course deals with the rights 
of the secured creditor in connection with the sale, shipment and warehous- 
ing of merchandise as well as various other types of security transactions 
and forms of security. The principal material of study is found in typical con- 
tractual instruments, such as collateral notes, factoring agreements, trust 
receipts, chattel and real estate mortgages, conditional sales contracts, con- 
struction contracts, etc. 
Prerequisite: Law 101. Two hours a week; 2 credits. 


106. The Law of Creditors’ Rights. Following a survey of the legal proce- 

dures for the collection and enforcement of judgments, the course examines 

the various procedures, state and federal, for dealing with debtors, including 

extension of time of payment, reorganization (individual and corporate), 

and liquidation. All discussion of purely procedural detail is avoided. 
Prerequisite: Law 101. Two hours a week; 2 credits. 


202. The Law of Real Estate Transactions. This course is designed to give 
real estate brokers, attorneys and owners a general view of the legal ques- 
tions that arise in the leasing, selling and mortgaging of real estate in the 
City of New York. Legal rights, duties and responsibilities of real estate 
brokers; relationship of landlord and tenant; various steps in connection 
with a contract to sell or mortgage real estate; the examination and transfer 
of title; the commoner real estate instruments. 
Prerequisite: Law 101. Two hours a week; 2 credits. Fee, $10.00. 


210. The Law of Social Work. This course seeks to acquaint social work- 
ers with the principal legal doctrines and statutory provisions applicable to 
dependents, defectives and delinquents (with special emphasis on the law of 
New York), the organization and procedure of the several courts dealing 
with such persons, and the role of the social worker therein. 

Two hours a week; 2 credits. Fee $10.00. 


211. The Law of Labor Relations. Intended primarily for business and 
labor union executives but designed to be of value also to the academic stu- 
dent, this course deals with the law affecting the relation between employers 
and labor organizations, under both labor relations acts (federal and state) 
and other statutes and judicial decisions. 

' Two hours a week; 2 credits. Fee $10.00. 


212. The Law of Labor Standards. The course is intended to supplement 
Law 211, which is a prerequisite, so as to extend the study of laws affecting 
labor to certain statutes important in day-to-day administration. The intent 
of the course is to enable business, labor representatives, students of account- 
ing, and students of business administration to grasp the legal aspects and 
interpretations of Federal and State laws and regulations controlling wages, 
hours, payrolls, records, unemployment insurance, public contracts, etc., and 
to be familiar with recent administrative and legal rulings. 


62 SCHOOL OF BUSINESS 


This course is offered primarily for graduate students and for qualified 
students who desire to take it without credit. Students matriculated for the 
B.B.A. degree may take this course for credit only with the written permis- 
sion of the Chairman of the Law Department. 

Prerequisite: Law 211. Two hours a week; 2 credits. 


MATHEMATICS 


Mr. Russety D. Loucks, Sub-chairman 


During the war emergency the requirements in Mathematics for the B.B.A. 
degree may be met by one of the following sequences: 


(a) 152, 153 if Advanced Algebra and Trigonometry are offered for en- 
trance credit; 


(b) 42, 152 if Advanced Algebra is offered for entrance credit but not 
Trigonometry; 


(c) 43, 152 if Advanced Algebra is not offered for entrance credit. 
1. Topics in College Algebra and Trigonometry. 


Three hours a week; 3 credits. 


2. Analytic Geometry. 


Prerequisites: Mathematics 1, or 42 and 43. (Prerequisites will be waived if the corresponding 
high school courses are presented for entrance credit.) Three hours a week; 3 credits. 


3. Calculus, Part I. 


Prerequisite: Mathematics 2. Three hours a week; 3 credits. 


4. Calculus, Part ITI. 


Prerequisite: Mathematics 3. Three hours a week; 3 credits. 


42. Plane Trigonometry. 


Three hours a week; 3 credits (if not presented for entrance credit). 


43. College Algebra. 


Three hours a week; 3 credits (if Advanced Algebra is not presented for entrance credit). 


44. Spherical Trigonometry with Naval and Military Applications. 
Prerequisite: Mathematics 1, or 42, or a high school course in Trigonometry. Three hours a 
week; 3 credits. 
151. Mathematics Preparatory to Business Studies. 
Three hours a week; 3 credits. 


152. Mathematics of Finance. 
Three hours a week; 3 credits. 


153. Mathematics of Statistics, Basic Course. 
Three hours a week; 3 credits. 


216. Arithmetic Analysis. The solution of business problems by methods 
that do not require formal algebra. This course, together with Mathematics 
152 or Mathematics 153 meets the requirements in mathematics of the Board 
of Education, New York City, for students who desire to qualify for a 
license to teach commercial subjects. 

Three hours a week; no credit. 


217. Mathematics of Statistics, Advanced Course, I. The mathematical 
bases of the method of least squares and the method of moments are empha- 
sized and used for the determination of certain statistical constants. The sig- 
nificance of these constants is discussed. Mathematical topics such as 
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determinants, probability, curve sketching, differentiation, and integration are 
made usable as tools when and as they become necessary. 
Prerequisites. Economics 15 and Mathematics 153. Three hours a week; 3 credits. 


218. Mathematics of Statistics, Advanced Course, II. Finite differences, 


approximate integration, sampling, correlation, and the X? test. 
Prerequisite: Mathematics 217. Three hours a week; 3 credits. 


MILITARY SCIENCE AND TACTICS 


First LIEUTENANT Davip E. BEHRINGER, Sub-chairman 


The Reserve Officers’ Training Corps has been instituted by Act of Congress 
for the purpose of providing two years basic training on a voluntary basis to 
such students as-desire it, and to give advanced course training to those students 
who may be selected after successful completion of the two-year basic course. 
The work is conducted through the co-operation of the Federal Government and 
the College, the Professor of Military Science and Tactics and the instructional 
staff being Officers and Non-commissioned Officers in the United States Army 
as well as being part of the College Faculty. 


Students who complete the basic course are given a Military Training Cer- 
tificate but do not thereby, become a part of the Army of the United States. 
Those students who are selected and successfully complete the advanced course 
are commissioned as Second Lieutenants of Infantry, Officers’ Reserve Corps, 
Army of the United States. Reserve Officers cannot be called to active duty in 
time of peace except upon their own application for training purposes. When on 
active duty, they receive the same pay and allowances as officers of correspond- 
ing rank in the Regular Army. 


Students who elect Military Science must complete the basic course of two 
years training to receive credit for any part of it. 


Students who have the necessary musical qualifications may elect to serve in 
the Military Band of the College or in the Drum and Bugle Corps. In addition 
to the regular weekly rehearsals, members of the Band are required to attend 
concerts, ceremonies and formations at College functions. A full term of service 
in the Band is equivalent to a full term of Military Service in the basic course, 
but service in the Military Band is not accepted as preparation for the advanced 
course. However, basic course students, qualifying for the advanced course, may 
in addition to the basic course, receive instruction in the Military Band, or stu- 
dents who have completed the basic course may continue instruction in the Mili- 
tary Band and receive credit from the Department of Music. For credit and re- 
quirements see note under Music 31, 32, 33 and 34. 


Due to lack of facilities, the enrollment at the School of Business and Civic 
Administration is limited. 


11-12. Basic Course First Year Infantry. The National Defense Act and 
the R.O.T.C.; Military History and Policy; Citizenship; Military Discipline 
and Courtesy; Organization; Map Reading; Rifle Marksmanship; Leadership. 


Two terms; 1 credit each term; 3 hours a week. 


13-14. Basic Course, Second Year Infantry. Teadershin: Characteristics of 
Infantry Weapons; The Automatic Rifle; Technique of Rifle Fire; Tactical 
Training of the Individual Soldier; Combat Principles of the Rifle Squad. 


-Two terms; 1 credit each term; 3 hours a week. 


21-22. Advanced Course, First Year Infantry. Aerial Photograph Reading; 
Care and Operation of Motor Vehicles; Administration; Leadership; Infan- 
try Weapons; Defense against Chemical Warfare; Combat Training to in- 
clude the Rifle, Machine Gun, Mortar and Anti-Tank Platoon; Rifle Marks- 


manship; Field Fortifications. 
Two terms; 2 credits each term; 3 hours of theory and 2 hours of drill each week. 
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23-24. Advanced Course, Second Year Infantry. Military History and 
Policy; Military Law; Property Supply and Emergency Procurement; Offi- 
cers’ Reserve Corps Regulations; Leadership and Principles of Instructional 
Methods; Mechanization and Tanks; Infantry Signal Communications; Com- 
bat Intelligence; Defense against Tanks; Anti-Aircraft Defense; Combat 
Training including principles of the Rifle; Heavy Weapons and Anti-Tank 
Companies. 


Two terms; 2 credits each term; 3 hours of theory and 2 hours of drill each week. 

Uniforms, arms and equipment are provided by the Government. For those students taking 
the Advanced Course, the Government pays an allowance amounting to approximately 
$100 per year. Upon the completion of the Advanced Course, qualified students will 
tendered commissions as Second Lieutenants, Infantry, in the Officers’ Reserve Corps of 
the United States Army. 


51-52. Basic Course, Infantry. Map Reading; Military Discipline and 
Courtesy; Military Organization; Leadership; Characteristics of Infantry 
Weapons; Technique of Rifle Fire; Scouting and Patrolling; Combat Princi- 
ples; the Automatic Rifle. 

Open to seniors only. Two terms, two hours a week; no credit. 


MUSIC 


PROFESSOR GEORGE A. WItLson, Sub-chairman 


1. History and Appreciation of Music. A comprehensive study of the 
growth of music as an art, the development and analysis of musical forms, 
and the great composers from the viewpoint of an intelligent appreciation. 
No practical knowledge of music is required. 

Two hours a week; 1 credit. 


12. History of the Symphony and Kindred Forms. Origin and develop- 

ment of the Symphony: Haydn, Mozart, Beethoven. Romantic expressions: 

Schubert, Mendelssohn, Schumann, Berlioz, Brahms. Symphonic Poem: 

Liszt, Strauss, Debussy. Nationalists: Tchaikowsky, Dvorak, Frank, Sibelius. 
Prerequisite: Music 1. Two hours a week; 2 credits. 


31, 32, 33, 34. Orchestral Training. The courses will enable students fami- 
liar with some orchestral instrument to study that instrument in relationship 
with the rest of the orchestra, will familiarize them with orchestral routine, 
and will give them a mastery of ensemble work. The course will be of value 
to students who expect to develop as musicians and composers. Credit will 
be awarded for each year’s work only at the end of the year and upon a 
satisfactory record of musical progress and the passing of a practical 
examination. 
Two hours a week throughout each year; 1 credit each year; offered at Main Building only. 


N. B.—The Department of Music will accept work in the Military Band of the College as the 
equivalent of work in the Orchestra, under the same conditions and requirements. 


41, 42. Choral Music (Glee Club). Requirements for admission: a fair 
voice and a musical ear. 


Credit will be awarded for each year’s work only at the end of the year, 
and upon a satisfactory record of progress and the passing of a practical 
examination. 


Two hours a week throughout each year; 1 credit each year up to a miximum of two credits. 
Open to sophomores, juniors or seniors. (N.B.—Freshmen may be admitted, but will be 
required to serve without credit.) 


PHILOSOPHY 


1. Introduction to Philosophy. This course attempts to stimulate in the 
student an interest in acquiring a critical and comprehensive orientation to 
the universe in which he lives. Materials are drawn from traditional and 
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contemporary discussions of philosophical, methodological, and ethical prob- 
lems. Alternative views are analyzed in order to clarify the student’s under- 
standing of the bases of knowledge, values, institutions, etc. 

Three hours a week; 3 credits. 


12. Introduction to Logic and Scientific Method. This course aims to de- 
velop the student’s ability to think clearly and effectively by analyzing the 
formal principles and structure of empirical and deductive sciences, and by 
showing their applicability to social and practical problems. 

Three hours a week; 3 credits. 


PHYSICS 
Proressor AUSTIN J. O’LEarRyY, Sub-chairman 


Courses in Physics are intended to give the student an understanding of 
matter, energy and the action of forces. The student is trained in the use of 
exact methods in making and describing observations, thereby developing 
an appreciation of and an ability to use the scientific method. Many of the 
phenomena studied have important commercial applications. 


1-2. General Physics. The main topics in the first term are: Mechanics, 
Molecular Physics and Heat, Wave Motion and Sound; in the second term 
Light, Electricity and Magnetism, and Selected Topics in Modern Physics. 


Two terms; five hours a week, 3 credits each term. 


35. Meteorology. Physical principles of modern meteorology with particu- 

lar emphasis on synoptic and aviation meteorology. Basic principles of fore- 

casting both with and without synoptic charts. Problems and weather maps. 
Prerequisite: General College Physics. Four hours a week, 3 credits. 


PORTUGUESE 
Offered by the Department of Romance Languages. See page 69. 


PSYCHOLOGY 


Dr. Mixton L. Bium, Sub-chairman 


_ The courses in psychology deal with the results of scientific study of human 
behavior. Their principal objectives are: 


To foster in the students the development of a sounder approach to and a 
better understanding of personal problems, both their own and those of their 
associates. To provide students with information about human behavior which 
might enable them to discharge their future citizenship duties more wisely. To 
present to the students a survey of psychology as a component of contemporary 
culture. To acquaint the students, in case of certain advanced courses, with the 
methods and results of psychological investigations pertaining to problems of 
vocational choice and of human behavior in business and industrial situations. 


1. General Psychology. A general survey of the facts and principles of 
psychology. Stress will be placed on applications, including war time prob- 
lems. Lectures, readings, discussion, and demonstrations. This course is a 
prerequisite for all other courses in psychology, for a degree in the School 
of Education and for the B.B.A. degree. 


Two recitation and two laboratory hours a week; 3 credits. 


51. Experimental Psychology. Training in psychological experimentation 
and other research techniques. Opportunity provided for planning and con- 
ducting minor research projects, discussion and criticism of the methods 
and interpretation of the results. Emphasis placed on psychological research 
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techniques applicable in the fields of advertising, selling, market research 
and industrial management. 
Prerequisite: Psychology 1. Two lecture and four laboratory hours a week; 3 credits. 


56. Problems in Social Psychology. A study of the dynamics of behavior 
in groups, the development of social norms, techniques for measuring and 
moulding attitudes and public opinion. This will include a consideration of 
problems of morale, propaganda and censorship, prejudice, and nationalism, 
especially as affected by war-time situations. 

Prerequisite: Psychology 1. Three hours; 3 credits. 


60. Developmental Psychology: Adult Personality. A survey of adult per- 
sonality problems, personality types, and personality measurement, and of 
current methods of classification and guidance. Present-day industrial and 
military problems will be emphasized. Laboratory experience will be given 
in the development and application of personality tests and in interviewing 
and personality appraisal. 

Prerequisite: Psychology 1. Three hours; 3 credits. 


75. Military Psychology. The contributions of psychology to problems 
created by war. Major emphasis placed on specific problems important in 
military service. The demands upon the human organism under war condi- 
tions and application of the psychology of perception, of work, etc. will be 
discussed. Problems of selection, placement, and psycho-physiological fit- 
ness, including test procedures will be treated. Special attention given to 
problems of military and civilian morale, of propaganda research, propa- 
ganda techniques, the psychology of leadership, and psychological warfare. 
Three hours a week; 3 credits. 


80. Vocational Psychology. This course will include principles of voca- 
tional selection, guidance and information about vocational training oppor- 
tunities. Measurement and diagnosis will be emphasized. References to 
testing in the Armed Forces will be made. 

Prerequisite: Psychology 1. Three hours a week and conferences by appointment; 3 credits. 


81. Business and Industrial Psychology. This course will include such 
topics as training in industry, fatigue, monotony, motivation in industry, 
employe attitudes and the psychology of advertising and selling. 

Prerequisite: Psychology 1. Three hours a week and conferences by appointment; 3 credits. . 


PUBLIC SPEAKING 


PROFESSOR KENNETH F. Damon, Sub-chairman 


The Public Speaking Department seeks to develop the student as a speaker 
—both in his use of English and in his capacity as a citizen with ideas to 
communicate and purposes to accomplish. Further, it offers him the intellec- 
tual discipline afforded by the preparation of closely reasoned arguments 
and other speech materials, It makes use of the cultural opportunities of the 
speech arts and sciences and initiates professional training. 


On the basis of a speech test which all students must take prior to or 
during registration, students are assigned to Public Speaking 5 or Public 
Speaking 1. The required courses 1, 2, 3, 4 must be taken in sequence. 


5. Speech Clinic. This course is prerequisite to Public Speaking 1 for stu- 
dents who are handicapped by speech impediments. 


Attendance Requirements: One hour per week for one or more semesters 
or until clinic discharge is obtained. No credit. (See page 28.) 


1, Fundamentals of Speech. Speech that is careless or too-narrowly provin- 
cial is corrected, and a clear, easy, unaffected American English encouraged. 
Two hours a week; 1 credit. 


PUBLIC SPEAKING AND ROMANCE LANGUAGES 67 


2. The Interview. Consideration of factors determining adjustment in 
practical interview situations, followed by actual student participation and 


evaluation as interviewer and interviewee. 
Two hours a week; 1 credit. 


3. Group Discussion. The purpose is to analyze controversial questions 


and to provide practice in the techniques of group discussion. 
Two hours a week; 1 credit. 


4. Public Speaking. The student is instructed in the preparation of public 
addresses, and given practice in extemporaneous delivery of carefully 


planned talks, 
Two hours a week; 1 credit. 


8. Speech Practice. Provides opportunities for speech performance for 
those who wish to continue to improve their speaking abilities. An elective 
course open only to those students who have completed Public Speaking 4, 


or non-matriculated students. 
Two hours a week; 1 credit. 


lla. Voice and Diction for Future Teachers. Designed for students of edu- 
cation who are desirous of bringing their oral English up to the standards 
demanded by the Board of Education. Drill work with voice, articulation, 
pronunciation, and diction. Individual exercises will be stressed. 


Admission at the option of the Education Department or the Public Speak- 


ing Department. 
One hour a week; no credit. 


22. Practical Dramatics. Instruction in basic techniques in acting and play 
production. 
Prerequisite: Public Speaking 1. Four hours a week, 2 credits. 


101. Oral Salesmanship. This course gives practice in the preparation and 
delivery of sales talks and is intended primarily for students of salesmanship 
who wish practical training in applying the theory taught in the merchan- 


dising courses. 
Prerequisite: Public Speaking 3. Co-requisite: Bus. Adm. 112. Two hours a week; 1 credit. 


ROMANCE LANGUAGES 


Proressor ALFRED Jacuzzi, Sub-chairman 


The Department of Romance Languages offers courses in the School of Busi- 
ness and Civic Administration in French, Italian (in the Evening Session only), 
Portuguese, and Spanish. 


The aim of the courses is to provide a practical instrument for vocational 
fitness and avocational enjoyment. For this reason the Department tries to 
develop the students’ ability in the reading, writing, and speaking of the foreign 
language. 


Students who have selected French or Spanish to meet the language require- 
ment take courses 1, 2, 3, 4, if they present two units on admission, or courses 
2, 3, 4, if they present three units on admission. In courses 1 and 2, a supple- 
mentary hour, without credit, will be required of students having inadequate 
preparation. 


In the Evening Session, students offering two units on admission take courses 
71-75; those presenting three units on admission take courses 72-75. 


FRENCH 


1-2. Intermediate French. Some standard works are studied. Grammar, 


composition, conversation. Sight-reading. 
Two terms; four hours a week; 31% credits each term. 
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3-4. Advanced French. Business and economic readings. Modern authors. 
Sight-reading. 


Two terms; four hours a week; 314 credits each term. 


11. The Modern Novel. A study of the history of the novel. 


Elective for those who have completed the prescribed courses in French. 
Three hours a week; 3 credits. 


13. Modern Drama. History of the French drama; special studies of plays 
of the nineteenth and twentieth centuries. 
Prerequisite as for French 11. Three hours a week; 3 credits. 


24. Advanced Practice in Translation from French to English. 
Prerequisite as for French 11. Two hours a week; 2 credits. 


41-42. Elementary French. (Evening Session only). Oral work, grammar, 
reading, translation and composition. 


Two consecutive terms, three hours a week; 3 credits each term. Credit is not allowed for 41 
alone. 


43.-44. Intermediate French. (Evening Session only). A continuation of 
Courses 41-42. Grammar, readings in modern writers and composition. 
Two terms, three hours a week; 3 credits each term. 


51.* Elementary French. A course for beginners; intended to be the equiv- 
alent of a year of high school work. 
Five hours a week; 5 credits. 


53-54.* Second Year French. 


Two terms; three hours a week each term; 3 credits each term unless taken to remove an 
entrance deficiency. 


71-72-73. Readings in Modern French. (Evening Session only). 


Three terms, three hours a week; 3 credits each term. 


74-75. Advanced Readings. (Evening Session only). 


Two terms, three hours a week; 21/4 credits each term. 


The subject matter of the above Evening Session courses is the same as that - 
of French 1, 2, 3, 4 in the Day Session. 


ITALIAN 
(In the Evening Session only) 


41-42. Elementary Italian. Oral work, grammar, reading, translation and 
composition. 

Two yea eas terms, three hours a week; 3 credits each term. Credit is not allowed for 41 
aione. 


43-44. Intermediate Italian. A continuation of Courses 41-42. Grammar, 
readings in modern writers and composition. 
Two terms, three hours a week; 3 credits each term. 


71-72-73. Readings in Modern Italian. 


Three terms, three hours a week; 3 credits each term. 


74-75. Dante: La Divina Commedia. Sight reading in modern writers. 
Two terms, three hours a week; 21/ credits each term. 


* Courses 51-54 are courses for students who have been admitted to College with less than 
the required preparation in languages, to enable them to remove an entrance condition. Credit is 
not allowed for 51 alone. 
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PORTUGUESE 


41-42. Elementary Portuguese. Oral work, grammar, reading, translation 
and conversation. 


Two S stoaat ade terms, 3 hours a week; 6 credits. Elective. Credit is not allowed for 41 
alone. 


SPANISH 


1-2. Intermediate Spanish. Some standard works are studied. Grammar, 
composition, conversation. Sight-reading. 
Two terms, four hours a week; 34 credits each term. 


3-4. Advanced Spanish. Business and economic readings. Modern authors. 
Sight-reading. 


Two terms, four hours a week; 31% credits each term. 


11. The Modern Novel. A study of the history of the novel. 


Beare foe those who have completed the prescribed courses in Spanish. Three hours a week; 
3 credits. 


13. Modern Drama. 


Prerequisite as for Spanish 11. Three hours a week; 3 credits. 


24. Advanced Practice in Translation from Spanish into English. 
Prerequisite as for Spanish 11. Two hours a week; 2 credits. 


31. Advanced Composition. 
Prerequisite as for Spanish 11. ‘Three hours a week; 3 credits. 


33. Advanced Study in Grammar and Diction. 
Prerequisite: Spanish 31. Three hours a week; 3 credits. 


41-42, Elementary Spanish. (Evening Session only). Oral work, grammar, 
reading, translation, and composition. 
Two peppy terms, three hours a week; 3 credits each term. Credit is not allowed for 41 
aione. 


43-44. Second-Year Spanish. (Evening Session only). A continuation of 
courses 41-42. Grammar, readings in modern writers, and composition. 
Two terms; three hours a week; 3 credits each term. 


51.* Elementary Spanish. A course for beginners, intended to be the equiv- 
alent of a year of high school work. 
Five hours a week; 5 credits. 


53-54.* Second-Year Spanish. 
Two terms; three hours a week each term; 3 credits each term unless taken to remove an 
entrance deficiency. 


71-72-73. Readings in Modern Spanish. (Evening Session only). 


Three terms; three hours a week; 3 credits each term. 


74-75. Advanced Readings. (Evening Session only). 


Two terms; three hours a week; 21/4 credits each term. 


The subject matter of the above Evening Session courses is the same as that 
of courses 1, 2, 3, 4 in the Day Session. 


* Courses 51-54 are special courses for students who have been admitted to college with less 
than the required preparation in languages, to enable them to remove an entrance condition. 
Credit is not allowed for 51 alone. 
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SOCIOLOGY 


The courses in sociology serve as an introduction to the scientific analysis 
of society and social change. Designed generally to provide the student 
with the means of orienting himself in his society, their specific aims in- 
clude: one, an understanding of the contemporary community and its problems 
leading to mature citizenship; two, an introduction to subject matter especially 
desirable as background material in the fields of social service, social research, 
education and law. 


5. Introductory Sociology. This course serves as a general introduction to 
the study of modern society. An examination of the nature of social groups, 
social organization, and the major processes of interaction between groups. 
Such concepts as invention, conflict, assimilation, social control, social 
change, and the social factors in personality are analyzed. Lectures, read- 
ings, and reports. 

Three hours a week; 3 credits. 


51. Urban Sociology. The forces making for urbanization; ecology of the 
city; effects on personality, recreation, health, family life, religion, popula- 
tion, government, etc. The problems of city life, city planning, reurbaniza- 
tion, etc., will be treated with special reference to New York City. Lectures, 
discussions, reports and visits. 

Three hours a week; 3 credits. 


SPANISH 
Offered by the Department of Romance Languages. See page 69. 


SPECIAL COURSES 


Full description and other information on_Special Courses may be ob- 
tained from the office of the Director of the Evening Session. 


RADIO BROADCASTING 


1 and 2. Survey and Station Practice. (Evening Session only). 
Two terms; two hours a week; no credit. Fee, $10 each term. 


3. Radio Production. (Evening Session only). 
Three hours a week; no credit. Fee, $15. 


4. Documentary Broadcasting. (Evening Session only). 
Three hours a week; no credit. Fee, $15. 


5 and 6. Scriptwriting. (Evening Session only). 
Two terms; two hours a week; no credit. Fee, $10 each term. 


PRODUCTION MANAGEMENT COURSES 


Under the Engineering, Science, and Management War Training program 
sponsored by the United States Office of Education, the School of Business and 
Civic Administration offers a number of courses open to people engaged in the 
production division of war industries and other qualified’ individuals. Courses 
given or in prospect include: 


Preparation of Specifications; Production and Stock Control; Personnel Man- 
agement; Industrial Safety Engineering; Inspection and Expediting; Develop- 
ment and Use of Standards; Traffic and Shipping; Graphics in Production Con- 
trol; Practical Production Supervision; Stock Keeping and Control; Plant 
Revisions, building and layout problems arising from War Industries; Materials 
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Handling; and Procurement (Government Contract Problems). Also offered are: 
Cost Procedure Analysis for War Industries, Accountancy for War Plants and 
other Accountancy courses. 


FORUMS AND WAR EMERGENCY COURSES 
Given as Special Sections of Business Policy Forums. 
BUSINESS POLICY FORUMS: 


Special sections are offered from time to time to cover current topics. 


Series Bl. Price Control and Regulations 
3 hours a week, 8 weeks, Fee $12. 


Series B2. Priorities and Materials Control 
3 hours a week, 8 weeks, Fee $12. 


Series B10. Wartime Business Problems Forum 
10 meetings, 2 hours each, Fee $10. 


Series B12. War Procurement 
8 weeks, 2 nights a week, 2 hours a night, Fee $16. 


Series B13. Manpower Controls 
10, meetings, 2 hours a week, Fee $10. 


Series C2. Wage Stabilization 


8 weeks, 2 hours a week, Fee $12. 


COURSES IN DISTRIBUTION 


The following non-credit courses are offered in the Evening Session to men and 
women who are engaged in the distribution of merchandise or services and who 
wish to enlarge their opportunities by increasing their personal effectiveness and 
efficiency. The courses are short, intensive and provide a maximum of practical 
training. 


Additional courses and special sections of the foregoing courses will be offered 
to meet the needs of different groups of distributive workers and executives. 
Emphasis will be varied to meet the needs of students in a given section. All 
courses offered in this group are for two hours per week for eight weeks. There 
is a fee of $6.00 for each course and a library fee of $1.00. 

Distribution 1. Merchandising. 


Selection of merchandise and the techniques used to effect profitable turnover. 


Section B Cosmetic Merchandising 


Fur Merchandising (Materials and Processes) 
Fur Merchandising Technique 

Wholesale Merchandising Technique 

Paint Merchandising 


Service Station Merchandising 
Two hours a week, 8 weeks, Fee $6.00. 


NUE OH 
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Distribution 2. Salesmanship. 


The art of helping the customer to buy. Guiding the customer’s selection, | 
strategy in handling objections and difficult situations, closing sales. 


Section B Cosmetic Science for Salespeople 
C Men’s Clothing Salesmanship 
L Printing and Lithography Selling 
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P Paint Salesmanship 


S Service Station Salesmanship 
Two hours a week, 8 weeks, Fee $6.00. 


Distribution 3. Management. 


Policies and practices involved in operating stores and other distributing 
organizations. Expense control, credit and personnel relations. 


Section R. Retail Management, Credit and Collection Technique 
H Food Store Management 
J Job Training for Retail Store Executives 
S Service Station Management and Operation 
Two hours a week, 8 weeks, Fee $6.00. 
Distribution 4. Advertising and Sales Promotion. 


Planning and preparation of advertising materials to meet specific situ- 
ations and needs. 


Section A Direct Advertising 
I Industrial Advertising—first half 
K Industrial Advertising—second half 
Two hours a week, 8 weeks, Fee $6.00. 


Distribution 5. Public Speaking. 


Two hours a week, 8 weeks, Fee $6.00. 


Distribution 6. Speech Improvement for Distributive Workers. 
Two hours a week, 8 weeks, Fee $6.00. 


Speech for Foreigners. 


A special section combining Distribution 5 and 6. 
Two hours a week, 16 weeks. Fee $12.00. 


Distribution 7. Executive Leadership Techniques. 


Two hours a week, 8 weeks, Fee $6.00. 


Distribution 8. Retail Accounting Procedures. 
Two hours a week, 8 weeks, Fee $6.00. 
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